Career Goal-Setting and Action Plan

Employee Name __________________________________ Date: ________________

Use this form when setting employee goals. Set a time (3-6 months) to meet and evaluate progress toward goals and provide an opportunity for further discussion.

BE SPECIFIC IN DESCRIBING GOALS AND ACTIONS.


A. Job Performance

Set at least one short-term (6-month) goal that, when realized, will improve your job performance.

1. Actions you will take to achieve this goal. 

2. Actions your manager/supervisor could take to collaborate with you in achieving this goal.

3. Actions the company could take to collaborate with you and/or your manager/supervisor in achieving this goal.

B. Job Satisfaction

Set at least one short-term (6-month) goal that, when realized, will improve your job satisfaction.

1. Actions you will take to achieve this goal. 

2. Actions your manager/supervisor could take to collaborate with you in achieving this goal.

3. Actions the company could take to collaborate with you and/or your manager/supervisor in achieving this goal.

C. Career Advancement
Set at least one long-term goal (1-5 years) that, when realized, will advance your career here or elsewhere.

1. Actions you will take to achieve this goal. 

2. Actions your manager/supervisor could take to collaborate with you in achieving this goal.

3. Actions the company could take to collaborate with you and/or your manager/supervisor in achieving this goal.

Six-Month Career Plan Progress Review

Employee Name __________________________________ Date: ________________

Record progress the employee has made toward career goals set six months previously, and the Career Goal-Setting and Action Plan. Also provide changes and/or additions to the goals and action plan.

Job Performance Six-month Goal:

Job Satisfaction Six-month Goal:

Long-term Career-Advancement Goal:

Employee Comments:

Manager/Supervisor Comments:

Employee Signature: ____________________________________________________

Manager Signature ______________________________________________________

