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Getting the most out of your Action Planning

Ultimately this is your Personal Development Action Plan. It’s to help you focus on what you want to achieve and how you are going to do it. The intention is not that you plan all your goals in one go, but that you keep the Action Plan handy so that you can reflect on your achievements and plan for more throughout the year. The Action Plan is designed to encourage you to make your goals SMART-F (Specific, Measurable, Achievable, Realistic, Time-bound, Flexible).  You may want to adapt the Action Plan template so that it suits you better. 
What do you mean by…

Skills Development Goals - This is where you identify the skill that you want to develop. Try to make it as specific as possible. Don’t set too many; 4-6 is the recommended number. You should review them regularly and add or take them away if they are no longer important. An example would be: Improve my oral presentation skills. 

Development Opportunities and Action Steps - This is where you break each goal down into more manageable tasks by listing the actions you will take and the resources you will need in order to develop the specific skill. Consider the best order by taking into account your current ability, priorities and the availability of resources. 
For example:

· Read some ASK resources on presentation skills
· Make notes on how your lecturers and fellow students deliver presentations;
· Reflect on feedback from last oral presentation from tutor and peers;
· Allow time to practise delivering oral presentation. 

As you take action you may find that you discover more resources and plan more action steps. Add these to your Action Plan too.

Measurement of success - How will you know when you have successfully achieved your goal? Ideally this will involve a quantifiable result like a grade. However, it can also be based on your feelings and the opinions of others. 
For example on achieving this goal I will:
· Feel more confident about giving my next presentation; 
· Get a better response/grade than last time; 
· Receive positive feedback from my audience. 

Target Date - Setting targets is an important aspect of planning; it will help you to organise and motivate yourself. Be realistic but at the same time challenge yourself. You can always change this if you do not achieve it within the time frame. The target date will often be dictated by your measurement of success. For example, if my goal is to improve my oral presentation skills, my time frame will end on the date I give my next oral presentation. 

Evidence of achievement - You should complete this once the goal has been achieved. This will be useful information when reviewing your learning development and applying for jobs. Include concrete evidence like grades and qualifications but also, having reflected on and evaluated the process, put into words what you feel you got out of it and how the skill could be applied to other situations. If you are keeping a reflective journal you may want to make a note of the entry date so that you can easily look up the reference, if you need to. You may like to record here the file location of relevant documents. 

Examples can include both factual evidence and personal observations:
· Presentation grade - 67% 
· I was pleased with the structure and delivery of my presentation, especially the way that I stimulated a discussion at the end. My colleagues said that they found it both informative and entertaining.  I need to improve my technique in using a PowerPoint presentation to illustrate my points, as I was a bit nervous and got confused when changing slides.  I will ask colleagues for help and practise doing this before next time.  I would now feel more confident about giving a presentation at an interview.
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