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Professional Development Planning Guide 
 
To require employees to make decisions about and take responsibility for 
projects and initiatives for which they lack adequate training amounts to a kind 
of entrapment (Ashkenas, et al., 2002, 53). MSCC, therefore, recognizes its 
responsibility to develop its employees and to train them for success. 
 
 

The purpose of this document is to help you write your professional 
development plan. This plan will outline a strategy for enhancing your 
strengths and preparing you to more effectively fulfill your current and future 
roles with the University. The insights you have gained through the evaluation 
process should guide you in choosing development activities that will help you 
achieve your developmental goals. These activities may include courses, 
seminars, books you might read, or in-house action research projects. This 
document is only a guide; there is no required format or length for your plan. 
The most important outcome is that you have a personalized strategy for your 
continuous professional development that will help you achieve your goals 
And monitor your progress. 
 

Professional Development Planning Basics 
 
A Professional Development Plan is a written document that a University staff 
member creates and saves for his or her personal reference. It is a tool that 
can be used to focus, evaluate, and prioritize professional development 
activities. Elements of a Professional Development Plan may include: 
 

1. A description of professional aspirations and goals. 
 

2. A description of professional interests and activities. 
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3. A history of previously completed professional development activities. 
 

4. A timeline for future developmental activities. NMSU recommends that 
staff members use a timeframe of at least two years. However, planners 
may wish to use a longer timeframe for their plans. Keep in mind that, if 
your development activities require funding, you will have to get it into 
your Department-Specific Plan so that it can be included in the next fiscal 
year's budget. If the needed funds will require an increase in NMSU’S 
revenue, then you will have to put it into the Long-Range Objectives 
Section of your DSP.  

 

5. Your plan may also include a collection of brochures, e-mails, web links 
and other sources of information about specific professional development 
opportunities that may fit your interests and goals. These materials may 
be gathered into a folder or portfolio. 

 

Benefits of a Professional Development Plan 
 
1. A Professional Development Plan will help you find 

ways to further enhance the skills needed to perform 
your current professional role. 

 

2. It will also function as a tool you can use to evaluate 
educational activities and identify those that meet your 
criteria and needs. 

 

3. Staff Professional Development Plans allow NMSU to target its limited 
resources toward those developmental activities that will give the greatest 
return on investment. 

 

4. A Professional Development Plan will also help the college coordinate 
developmental activities with its overall budgeting and planning 
processes. 

 

5. A Professional Development Plan will enable the University to save its 
limited financial resources. There are basically only two ways to fill the 
talent 
Gaps within any institution; you can either hire new employees or you can 
train the ones you already have (Ashkenas, et al., 2002, 82). Training for 
new skills will almost always require less of a financial output than will 
hiring for new skills. 
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How to Prepare a Professional Development Plan 
 
There is no prescribed method for creating a personal professional 
development plan. However, here are several tips that can guide you in your 
plan creation process. 
 

1. Begin by writing down all the tasks you are currently responsible for, areas 
you must be knowledgeable about, the skills you need to possess to 
accomplish your role with NMSU, and any changes that are likely to occur 
within the next two years. 

 

2. Consider the short and long-range goals you have for developing or 
adapting your career. Be realistic about your ambitions and about the time 
needed to achieve them. 

 

3. Brainstorm ideas about your continuing education needs. 
 

4. Once you have a sizeable list of ideas, list your priorities for the next two 
years. 

 

5. Don’t limit yourself to thinking only about your current professional 
responsibilities. Think about your career and its development, and 
consider whether this is a time to strengthen existing skills, develop new 
skills or broaden your functional capabilities. One way an institution can 
ensure it has the right set of employee skills to fit its future plans is to map 

out the knowledge and skills that will be 
needed for all positions, including thus-far 
non-existent positions, that are called for by 
the institution's strategic vision, and then 
have each employee develop a plan for 
acquiring that knowledge and those skills 
(Marquardt, 2002, 38, 40). 

 

6. You may want to divide you developmental activities into three major 
categories: 

 

Activities that will enhance your current NMSU functions. 
Skills and knowledge that may not be vital right now but that will be 
needed as the college continues to develop and grow. 
Activities that are designed to enhance your professional strengths, 
irrespective of their direct application to your current NMSU roles. 



4  

Typical Professional Development Topics 
 

1. Communications: The increasing diversity of today's workforce brings a 
wide variety of languages and customs. This kind of training is particularly 
needed for a bi-lingual institution such as NMSU. 

 

2. Computer skills: Computer skills are vital for conducting administrative 
and office tasks. 

 

3. Service to Students and other Constituents: Increased competition and 
educational options available to potential students make it critical that 
employees understand and meet the needs of constituents. 

 

4. Diversity: Diversity training usually includes explanation about how 
people have different perspectives and views, and includes techniques to 
help employees gain gender, cultural, and ethnic sensitivity. 

 

5. Ethics: Today's society has increasing expectations about institutional 
social responsibility. An institution such as NMSU must pay special 
attention to ensuring that its employees maintain a high standard of 
ethical behavior. 

 

6. Human relations: The increased stress of today's educational 
environment can include misunderstandings and conflict. Training can 
help people to get along in the workplace. 

 

7. Quality initiatives: Initiatives such as NMSU's goal of becoming fully 
compliant with the Comprehensive Integrated Standards of Higher 
Education require basic training about quality concepts, guidelines 
and standards for quality. 

 

8. Safety: Safety training is critical where working with certain kinds of 
equipment, hazardous chemicals, repetitive activities, and other potentially 
dangerous work-related activities, but can also be useful with practical 
advice for avoiding assaults. 

 

9. Sexual harassment: Sexual harassment training usually includes careful 
description of the organization's policies about sexual harassment, 
especially about what are inappropriate behaviors. 

 

10. Management. Motivating and coordinating the efforts of others are critical 
skills for all department heads. These skills will become increasingly 
important as the college grows. 
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11. Self-Awareness. There are many tools and resources out there for 
helping employees obtain a clearer picture of their particular gift and 
personality configuration. Such self-awareness will help the staff member 
to focus on his or her strengths for future development. 

 

12. Function-Specific Topics. Staff members may receive training that is 
very specific to the particular set of tasks for which they are responsible. 
These may include areas related to marketing, spiritual mentoring, library 
administration, statistical analysis, event planning, project management, 
etc. 

 

Types of Professional 
Development Activities 
 
1. Traditional graduate school programs. 

 

2. Non-traditional adult learning courses and/or 
distance education programs. 

 

3. NMSU-Sponsored on-campus training events 
(seminars, workshops, special speakers, etc.) 

 

4. Off-campus conferences, conventions, and 
workshops. 

 

5. A personal reading plan focused on a 
particular area of development. 

 

6. On-line webinars 
 

7. Mentoring or coaching. 
 

8. An in-house action research project. Sambrook (2005) states that "small 
companies tend to use on-the-job training because it costs less" (581). 
Using action learning principles, you can design a learning project that will 
not only stretch and develop your professional skills, but also, at the same 
time, will benefit the University. 
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When to Prepare Your 
Professional Development Plan 
 

In order for the staff member's development activities to receive funding, they 
must be included in the next Department-Specific Plan that corresponds to 
that staff member's position and role in the University. A suggested timeline 
might look like the following: 
 

1. July: Complete the Staff Performance Evaluation worksheet and discuss 
results with your supervisor. 

 

2. August: Research development activities that will help you achieve your 
learning goals and objectives. 

 

3. September: Write your Professional Development Plan. 
 

4. February: Include development activities in your Department-Specific 
Plan. 

 

5. If the funding is available, the development activities can begin with the 
new fiscal year starting in July. 
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Conclusion 
 
Attitude is critical for an effective Professional Development Plan. Since this 
process has to do with your own development, it should be an exciting and fun 
exercise. To help you maintain that perspective, you are not required to follow 
a prescribed format for your plan. Use your creativity and find a system that 
works for you. The eventual written plan should be a practical document that 
will help you measure and monitor your own developmental progress. Please 
don't see this as just another bureaucratic requirement to get past so you can 
get on to your real work. Have fun with it as you dream about the future and 
your role in that future. 
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Forms to Help You Prepare Your Plan 
 
The forms on the remaining pages of this booklet are offered as aids to your 
professional development planning. Please feel free to adapt them to fit your 
needs and preferences. These forms—or any other method you may use to 
record your professional development history—should always be prepared in 
duplicate, one to be turned in to your supervisor and one to be placed in your 
own professional development folder and reviewed frequently. Your 
supervisor will give your forms to their Director or  Manager to be stored in 
your professional development history file. This provides the University with 
the evidence it needs to show that Facilities is committed to helping its staff 
develop professionally. Following is a list and brief explanation of the forms 
that make up the remainder of this document: 
 

1. Professional Development Activity Record. This form should be used 
to record each individual development activity that you take part in. It 
should be completed upon the completion of that activity. 

 

2. Employee Professional Development History. The purpose of this form 
is to keep a running record of your professional development activities 
along with the key skills that you have acquired through these activities. 

 

3. Professional Development Plan. This template may be used to create 
your professional development plan. It may be adapted to fit your 
particular needs and preferences. 

 

4. Professional Planning Worksheet. This form is a brainstorming tool to 
help you think creatively about your professional development needs and 
possible activities that may meet those needs. 

 

5. Questions to Facilitate Your Planning. This is another “working” form to 
help you generate ideas that can then be used in the development of your 
plan. 
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Professional Development Activity Record 
 

This form is designed to keep a history of individual development activities. It 
should be filled out after the completion of a development activity such as the 
completion of a course, attendance at a seminar or conference, or completion 
of a reading plan. 

 

 
 
 
 

Activity Name/Description:  NMRC Compost Operator Training  
                                                                                                                                                                     

 
Activity Date:   3/2015  

 
 
What I learned:   
 
How to create compost in effective and safe way, in which in turn will be used around the NMSU landscapes.   

 
 
 
 
 
 

What I will do differently as a result of this experience: 
 
  Overall compost cultivation practices, this will enable me to produce compost  material  rich in nutrients and eliminate weed germination  
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Activity Name/Description:      Southwest Turfgrass Association Conference 
                                                                                                                                                                     

 
Activity Date:   11/2015  

 
What I learned:  1) new irrigation practices on establishing turf grasses 
                         2) New and invasive pests for the southwest.  
                         3) water quality management 
                         4) soil testing 
                         5) using computer technology with horticulture applications  

 
 
 
 
 
 

What I will do differently as a result of this experience: 
 
 

Create better grounds keeping management practices.  

 



11 

 

 
 
 
 

            Activity Name/Description:  New Mexico Pesticide Training  (CEU credit) 
                                                                                                                                                                          

   
             Activity Date 9/2015  

 
 
What I learned:  
 Emerging pests that are invading the southwest, as well as new techniques for pest control.  
 

 
 
 
 
 
 

What I will do differently as a result of this experience:  
 
Overall pest control management will be altered to better manage pests.  
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Employee Professional Development History 

 

I Date I Activity Key Learning Points 

 

 

May 2007   B.S. Horticulture/ New Mexico State University 

A.)  Study of emphasis of Landscape construction and  design,  horticulture 

business 

 

 

(Aug. 2013 – Current)    Assoc. Business Management Degree 

A.)  Study of overall preparedness to assume the responsibility of supervising 

and managing business operations
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Professional Planning Worksheet 
 

The following worksheet was designed to help you formulate your ideas for a 
professional development plan. The objective is to identify your developmental 
needs and to find ways to meet those needs. 

 

Your Needs How you can meet 
those needs 

How you will measure 
success? 

What are the challenges 
in my current job? 

Understanding Administrative 

processes and budget procedures. 

 Implement Policies and Procedures 

with crew. Check for understanding. 

Review budget with Current MGR.  

Where do I want to be 
in 2 years? 

Employed as NMSU Grounds 

Manager. 

 

Hopefully selected. 

Where do I want to be 
in 5 or 10 years? 

Fully developed and trained  Grounds 

Manager  

The growth in this position is a 

continual learning experience. Keep 

an open mind. Stay passionate. 

How does that fit in 
with what the college 
wants? 

It coincides with the colleges mission 

and functioning objectives 

 Personnel Development is a priority 

with the University. 

What adjustments will I 
need to make to my 
goals? 

Further my education and attend 

professional development classes  

Goals will be subject to upper 

management decisions. Adjustments 

will be my responsibility. 

What adjustments will 
other people need to 
make for me to achieve 
my goals? 

Being able to attend  administrative 

& budget meetings for firsthand 

experience.  

My being able to lead my 

subordinate staff in the direction the 

University is going directly reflects 

success or failure. Trust is of upmost 

importance, 

What else should I 
consider? 

Developing my staff to make them 

successful in their minds is of great 

importance.

The quality of work they perform 

directly reflects their training and 

caring.
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Questions to Facilitate You’re Planning 
 
6. What are the tasks for which you are currently responsible? 

 

7. What kinds of knowledge and skills do you need to carry out these tasks? 
 

8. What changes do you expect to occur in the next 2 years? 
 

9. What changes do you expect to occur in the next 5 to 10 years? 
 

10. What are your short-range goals for developing or adapting your 
professional career? 

 

11. What are your long-range goals for developing or adapting your 
professional career? 

 

12. What current skills and strengths do you want to further develop? 
 

13. What are the new skills and knowledge you will need to develop? 
 

14. What are your three top priority training needs? 
 

15. What are some development activities that might help you fill these 
needs? 

 

16. What activities will help you enhance your current functions? 
 

17. What activities will help you develop the skills you will need in the future? 
 

18. What are some activities that will help you perfect your strengths? 
 

19. What additional resources will be needed to implement these activities? 
 

20. How do these activities fit into the strategic plan of MSCC? 
 

21. How will you evaluate the success of these activities? 
 

22. How will you know when you have achieved your learning objectives? 
 

23. How do you plan to share your learning with the rest of the college? 


