Skills Gap Employee Development Plan
This template helps identify skills gaps and create a structured plan to address them. It includes sections for task management, setting targets, and regular progress check-ins to support ongoing career development.
Employee Information
Fill in the employee's name, position, department, and the date of the plan.

Employee Name:
Position:
Department:
Date:
Competencies and Goals
Answer the following questions to clarify your career goals and identify the skills needed for development:
1. What are your primary career goals and objectives?

2. What are your strengths and areas for improvement?

3. What are your short-term and long-term career objectives?

4. What specific skills or competencies do you need to develop to advance in your career?

5. How do you plan to measure your progress towards achieving these goals?

Action Plan
Develop a plan to address the identified skills gaps by answering these questions:
1. What are the actionable steps you will take to achieve your development goals?

2. When do you plan to complete each step and who will be responsible for their completion?

Progress Tracking and Evaluation
Regularly track your progress by addressing the following questions:
1. How will you measure your progress towards achieving your development goals?

2. How often will you review your progress and who will be involved in these reviews?
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