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“Self-managed development is a vital skill for modern workers. This Pocketbook helps
individuals take responsibility for their own growth and development, requiring them to be
self-aware and honest about what they want in their lives and careers.”
Alex Davda, Client Director, Hult International Business School.

“Concise, practical and highly accessible. Especially relevant in today’s workplace, this
book helps individuals at all levels take control of their own future.”
Hannah Priest, Solutions Director, Mind Gym.

“Short & punchy – packed with clear guidance on self-development. With this by your
side, action is the next step.”
Mary Holmes, Director, Development Solutions.
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ACTION PLANNING

HOW AN ACTION PLAN HELPS

The real challenge to the self-developer is to make the transition from analysis and
reflection to action.

A good self-development action plan will help you to focus on:

●     What you want to achieve
●     How you will achieve it
●     Who could help you in the process
●     Any barriers or constraints you might encounter
●     When you want to achieve it
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ACTION PLANNING

PLAN PITFALLS

Preparing an action plan may seem relatively easy. There are, however, certain pitfalls,
which you should be aware of:

●      Too many goals

●      Goals that are too ambitious – remember this is about developing yourself, 
not impressing others

●     Vague goals

●     Unrealistic timescales

●     Making it too hard – remember it’s okay for learning to be fun!
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ACTION PLANNING

GETTING ACHIEVABLE GOALS

The most challenging part of any action plan is setting sufficiently challenging yet
achievable goals.   

For instance, it is not enough to say ‘I want to get fit’. Why not?  Because this does 
not cover: 

● How you will do it
● How you will measure success
● The timescales
● Others involved to help
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ACTION PLANNING

PLAN COMPONENTS

In order to give yourself the best possible chance to succeed, in whatever goal/s you
choose, it is best to divide-up the overall goal into manageable chunks.

Each action plan should consist of:

●     An overall goal
●     A set of actions which are clear, measurable and outcome focused
●     A timescale to help measure progress
●     Details of others involved
●     How you will measure success
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ACTION PLANNING

YOUR LEARNING LOG

One approach you may like to take is to structure an action planning section in your
learning log, along the following lines:
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Overall goal To get fit by taking part in regular exercise!

Action Timescale

●  Join a gym
●  Book a fitness assessment
●  Work out a personal exercise 
    programme to suit my needs

●  Exercise at least 3 times a week
●  Reassess fitness
●  Develop a new exercise routine
●  Build exercise into weekly plans

Others involved
●  Fitness instructor         ● Friends and family for support

Success measures
●  Incremental improvements in fitness levels every 6 weeks
●  Interest level maintained by varying exercise routine
●  Regularly exercising (3 times per week)

●  By end of week
●  By end of week

●  For a 6-week period

●  3 times a week
●  6 weeks from start date
●  After 6 weeks
●  As a routine



ACTION PLANNING

TYPES OF GOALS

This relatively simple action planning technique can be applied to any type of goal:

●     Personal
●     Career
●     Work

The important thing to remember about action planning and, in particular, about
achieving your self-development goals, is that you must have goal clarity and the
motivation to achieve the goal.
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ACTION PLANNING

COMMITMENT & MOTIVATION

One way of measuring your personal commitment and motivation is to assess each goal
you set yourself according to a) its importance to you and b) how clear you are about
the steps you need to take. Use this matrix as a measuring tool:

Typically, successful goals will tend to fall in quadrant 3!104
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ACTION PLANNING

ACTIVITY IDEA

A useful approach for successful action planning is to:

●      Decide on your goals and write them down in your learning log (remember, not too
many – give yourself a fighting chance of success!)

●      Assess each goal using the matrix on the previous page

●      Develop your detailed action plans using the suggested structure on page 102 or
some other approach that suits you
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ACTION PLANNING

FINAL WORD
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“Always bear in mind 
that your own resolution to succeed is more

important than any other one thing.”
Abraham Lincoln
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