
Lecturer:  Donna O’Connor

Lesson 5:  Self Assessment and 

Development

LO2: Be able to take responsibility for own 

personal and professional development

PERSONAL AND 

PROFESSIONAL DEVELOPMENT



PERSONAL AND PROFESSIONAL 

DEVELOPMENT

January - March 2015O'Connor - PPD2

 LO2 Be able to take responsibility for own 

personal and professional development

 2.1 evaluate own current skills and competencies 

against professional standards and organisational 

objectives

 2.2 identify own development needs and the 

activities required to meet them

 2.3 identify development opportunities to meet 

current and future defined needs

 2.4 devise a personal and professional 

development plan based on identified needs



Why use self-assessment?
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 Self assessment will:
 improve the overall quality of your work

 help you diagnose difficulties early and efficiently.

 Self assessment skills will also benefit your informal 
work both on and off the course.

 Self assessment can be an invaluable tool in 
developing an awareness of your working methods 
and encouraging objective self examination. 
 A little time spent objectively evaluating your own work 

is likely to greatly improve your own sense of 
satisfaction 

 will help improve the overall quality and thus the 
success of your university studies.



Skills Audit
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 A skills audit is a review of your existing skills 

against the skills you need both now and in the 

future.  

 It can help you to:

 identify your existing skills

 identify what skills you may need to carry out your 

existing work and role more effectively 

 plan, develop and improve the skills and knowledge 

needed for your future career.  



Skills Audit Steps
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Skills Audit
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 Stage 1 - Existing Skills and Knowledge 

Identification

 List the knowledge and skills which you consider to 

be important for your current work. 

 Stage 2 - Future Skills and Knowledge 

Identification

 List the knowledge and skills which you consider to 

be important for your future career.  

 Each list should comprise roughly between fifteen to 

twenty bullet points. 



Skills Audit
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 Stage 3 - Rating Your Ability 

 Rate your current ability against each one.  

 This may be done via a 3 point rating of strong, weak and 

somewhere in-between, or you may find it more useful to use 

a five point scale such as the one below. 

 No current knowledge or skill (no current competency), 

 Some awareness but not sufficiently competent to use it, 

 Familiar with and able to use the knowledge or skill (some 

competency), 

 Proficient in the knowledge or skill and able to show others how to 

use it (high level of competency), 

 Expert with a high degree of skill and/or comprehensive 

knowledge (fully competent).



Skills Audit
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 Stage 4 - Review Your Ability Ratings

 Ask a friend or your supervisor, or lecturer to review 

your list and give you feedback.  

 Try to ensure that you choose someone who is 

honest and not afraid to tell you the truth. 

 Stage 5 - Your Future Development 

 Use the information to concentrate on developing 

the skill and knowledge areas where you have a low 

score or have identified that you are not fully 

competent. 



Skills Audit - Behavioural skills
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 These are the transferable personal and 
interpersonal skills which are necessary for 
almost every career.  

 These are typically the skills of:
 Communication skills – verbal and nonverbal

 Interpersonal skills - working with and relating to 
others

 Problem solving and decision-making skills

 ITC skills

 Mathematical skills and analytical skills

 Self management and development

 Time management

 Applying initiative.



Skills Audit - Technical knowledge 

and skills
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 These are those which are specific to the 

particular technical/professional area(s) in which 

you work. 

 For example: if you are doing work in a school then 

there may be specific knowledge you may need in 

order to work with children

 if you know that your chosen career will be as a 

counsellor then you will identify that you need to 

develop specific counselling skills. 



Skills Audit - Other knowledge and 

skills
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 Those which do not appear on either of the other 

two lists. 

 They may relate specifically to the area that you 

do your work in and may include particular 

methods and procedures you use or may relate to 

the position that you occupy and role you carry 

out.



Planning your development 
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 Importance of your development

 Whether you need to take on new challenges, keep on top of 
developments in your field or enhance your performance at 
work, undertaking learning and development can help. 

 By making sure you have the right balance of knowledge, 
skills and behaviours, you can achieve your goals and 
increase your job satisfaction.

 You can benefit from a review/assessment of yourperformance
and development needs.

 Identifying your development needs

 Your development needs are unique and to make sure you 
progress in the way you need, it’s worth thinking through your 
approach. 

 There are a range of ideas and opportunities to help 
individuals develop. 

 There are many other development opportunities in your 
workplace and outside. 



Planning your development 
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Decide

Review



Planning your development -

Identify your development needs 
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 Identifying your development needs can be 

challenging. 

 We often look at what training courses are available and 

deciding which of those would be most helpful.

 It is better to try and identify what the development need 

is first

 Afterward, work out ways of meeting that need, which 

may or may not be a training course.

 Performance Evaluation Review (PER) is a great 

opportunity to discuss your development needs with 

your line manager. 

 Discuss the changing requirements of your role, as well 

as your personal development aspirations (for example, 

career development). 

 It is important to consider your development needs 



Planning your development -

Identify your development needs 
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Identify what skills, 
knowledge and 
behaviours are 
‘required’ for you to 
do your job well

Look at the skills, 
knowledge and 
behaviours you 
actually have now

Compare ‘actual’ 
with ‘required’ to 
identify the gaps. 
These are your 
development needs



Planning your development -

Decide how to meet needs 

identified
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 Practicalities
 Think about realities such as cost, timescales and the 

urgency of the development need at the outset. 
 How much funding is likely to be available and what solutions are 

available and when?
 Will all have a bearing on how the needs are met? 

 Will your company fund the cost of your development?

 Your supervisor will need to consider your request in light of 
budgetary restrictions and within the wider training needs of the 
department. 

 Your preferred option may not be feasible in the short term so it 
might be helpful to consider a number of ways of meeting the 
identified development need where possible.

 How do I prefer to learn?
 Think about how you prefer to learn or how you learn best. 

 For example, do you learn most successfully observing, trying 
things out, reading, listening, discussing, reflecting, researching or 
questioning? 



Planning your development -

Decide how to meet needs 

identified
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 Finding the best solution

 Start by identifying what it is that you need to learn. Be 

as precise as you can. 

 What is it that you need to do differently? 

 Make sure that the development you choose will result in the 

change you need. 

 If you are thinking about a course, check the content and 

learning outcomes advertised and then review these against 

your development need. How well do they match?

 Remember to consider all the options to make sure 

you don’t miss the right opportunity. 



Planning your development -

Develop a plan 
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 By producing and recording a development plan, you are 

much more likely to achieve the goals you have set 

yourself.

 Your PER would be a good opportunity to produce or review 

your plan.

 You will need to consider:

 What do I need to learn? 

 These are your development needs, the knowledge, skills or 

behaviours that you identified

 How will I do this? 

These are the development methods or solutions that you 

selected 

 By when?

 When do you aim to complete each activity? 

 Prioritise! 



Planning your development -

Review and record progress 
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 Reviewing and recording your progress means you 
can track your development. 
 The Personal Development Plan is useful to:

 Record  what you have learned compared to what you planned
 Revise your resumé
 Apply for jobs 

 You may also develop skills, knowledge or behaviours
that you did not plan for
 New opportunities have come your way in your role. 
 Development can happen in informal ways such as 

reading, networking and on the job training. 
 Recording all of these on your Personal Development Plan. 

 Your Personal Development Plan becomes a record of your 
ongoing growth and progression and celebrates your 
achievements.



Planning your development -

Review and record progress 
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 Make time to review your Personal Development 

Plan. 

 As you complete learning, start thinking about the 

process of planning your development again. 

 Work contexts are evolving all the time and this inevitably 

means that your roles and priorities change, with a resulting 

impact on your development needs. 

 You may also have career aspirations that will encourage 

you to think about your development needs. 

 Developing yourself opens up new opportunities for you.



SKILLS AUDIT
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Knowledge and skills which I

consider to be important for my

current voluntary activity

Your Ability Rating (1-5) or

strong/weak /somewhere in

between

Knowledge and skills which I

consider to be important for my

future career

Your Ability Rating (1-5) or

strong/weak /somewhere in

between



Personal Development Plan 

Example
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 Your Life Purpose. What were you born to do? What 
is the meaning of your life? 

 Your Dreams. Those far reaching thoughts and 
hopes that inspire you to action.

 Short, Medium and Long Term Goals. I like to have 
at least some goals I can accomplish in the span of a 
few months along with multi-year goals. This lets me 
see that I have measurable progress towards my 
goals.

 Your Beliefs and Values. What do you stand for? 
And perhaps, what do you wish your actions showed 
you stand for?

 Success and Milestones. As you accomplish goals 
and dreams, celebrate your successes.



Personal Development Plan –

Example
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Name Numbe

r

Course Title

Learning 

Provider

Level

Start Date End Date

Date Plan 

Written
Date Plan 

Reviewed#1

Date Plan 

Reviewed#2



Personal Development Plan –

Example
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Why am I doing this 

course?

What is my motive for learning…..

Promotion, Personal Improvement, Overcome a 

Learning Difficulty….

What is my ultimate goal…..

A qualification, personal fulfilment, career 

development…..

What is the direct 

benefit? 

Consider the following areas……

Academic Study, Professional Self-Development, 

What other qualifications 

have I done (if any) that 

are relevant to this 

course?

What qualifications and/or experience do I already 

have?

Some of these may be transferable.



Personal Development Plan –
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Time Scale Start Date End Date Comments

SHORT-TERM OBJECTIVES

• Is there anything you need to be doing before the 

course starts?  This could include:

• Researching the course and the provider, including 

costs/level of qual.

• Will you be using SLC/ELC/IRTC?

• Have you made contact/registered with the Learning 

Provider.

• Completing a pre-course study module (if applicable).

MEDIUM-TERM OBJECTIVES

• This is where the main part of your plan will lie.  List the 

stages of the course in date order to allow you to 

complete your period of study in bite-size pieces. 

• Try not to set too many tasks, you need to be realistic 

in order to remain motivated!

LONG-TERM OBJECTIVES

• Identify where the qualifications will lead.  Is it 

to further study, an overall qualification, a 

different career, resettlement, promotion or a 

better understanding of your job?

• Recognise your achievement and use these to 

determine the way forward.
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