	INDIVIDUAL DEVELOPMENT PLAN

(SCEP SAMPLE)
	1. EMPLOYEE'S NAME

Mary R. Johnson
	2.  CURRENT POSITION TITLE, SERIES AND GRADE

Human Resources Assistant (HR Dev/OA), GS-0299-04

	3. ORGANIZATION

HRSC SE

5200 CBC 2nd Street

Gulfport, MS 39501-5001
	4. DATE OF APPOINTMENT TO POSITION

24 November 20XX

5. EVALUATION DUE DATE  

      31 Mar 20XX

	6. DEVELOPMENTAL OBJECTIVES/GOALS

	a. SHORT TERM (Forthcoming Year)

Develop a comprehensive understanding of the training development function.


	b. LONG TERM (Following Three Years)

Become knowledgeable of all other HR functions.  Obtain a BS degree in Human Resource Management.

	7.  METHOD OF ACCOMPLISHMENT OF OBJECTIVES/GOALS

	a. DEVELOPMENTAL ASSIGNMENTS                                                                                                                                                  (Include scheduled dates and facilities)

Provide support to HR Specialists in the management of on and off site classes.

Maintain training files.

Attend and participate in staff meetings.

Participate in team projects.

Rotational assignments in other areas of HR. (dates to be determined)


	b. FORMAL TRAINING  

(Include scheduled courses and dates)   

New Employee Orientation

“Introduction to Human Resources”  - 15-17 Dec 20XX 

“Navy Contemporary Writing” – 7-8 Jan 20XX

“Oral Communications” – 24-26 Feb 20XX

Training on various Microsoft computer software programs (dates to be determined)

College courses required toobtain degree.       


	c. OTHER ACTIVITIES                                                    (Include scheduled dates and describe activities)

Complete Navy E-Learning course – “Teambuilding Skills”

View video – “Excellent Customer Service”



	8.  REMARKS

	Work/School Schedule:  Part time work schedule (M, W, F) – 24 hours per week –School Schedule – (Tues, Thurs. and Sat.)



	9.  EMPLOYEE'S SIGNATURE (Employee concurs with IDP) DATE
	10.  SUPERVISOR'S SIGNATURE (Supervisor concurs with IDP)  DATE


BLOCK #7 METHOD OF ACCOMPLISHMENT OF OBJECTIVES/GOALS
- CONTINUATION SHEET -

a. DEVELOPMENTAL ASSIGNMENTS:

b. FORMAL TRAINING:

c.  OTHER ACTIVITIES:
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