	EMPLOYEE’S GUIDE TO





	INDIVIDUAL DEVELOPMENT PLANNING





Introduction





Why should you be  concerned about planning your career?





Because it is your career.  If you don’t take responsibility for the success of your career, then who will?  Besides, considering all the time and energy you spend at work, why not ensure you get maximum satisfaction from your work and career.  





Additionally, GSFC benefits from having a competent and motivated workforce, capable of “re-tooling” itself to meet the demands placed on it by constant organizational and technological changes within NASA and GSFC. 





The workplace has been affected by a number of significant changes or trends, which have definite ramifications for your career planning.


Less job security and employer loyalty.  Gone is the era of high job security, with the same employer for life,  where good employees automatically move up well-defined career ladders.  Even in the Federal sector, in response to increased pressures to reduce costs, solutions like restructuring, down-sizing and automation will continue to eliminate some jobs and drastically alter others.  Workers will, of necessity, need to be more mobil in finding the right job--and employer.  


Up is not the only way.  With the thinning of management positions and flattening of organizational structures, the traditional linear career patterns will be less  available.  Employees will need to be more flexible, adaptable and creative in identifying their next job, and may need to consider lateral moves or rotational assignments to broaden their experience or leverage their skills.


Technical knowledge and skills obsolescence.  Rapid advancements in technology and state-of-the-art knowledge requires employees to upgrade their skills and “re-tool” themselves just to remain current with their job requirements.   For example, in high-tech organizations like  Hewlett-Packard, the skills of some engineers have a half-life of 18 months!  Also, missions and projects end and new ones start up, often requiring  new or different technical skills or expertise from  the workforce.  





It is definitely to your advantage to position yourself for long-term employability in the rapidly changing world of work.  Begin preparing now for the future, for it will be here before you know it.





How do you go about planning your career?





The diagram on the next page illustrates the steps involved in the career planning process.  Detailed worksheets to help you with each step are contained on pages 4 - 8.  Information on Individual Development Plans (IDP) is contained on pages 9 & 10.
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What are your career issues?





How much time and effort you need to spend at any one step in the process depends on what your career issues are.  It is important to be clear about your career issues, so that you can develop an effective strategy for dealing with them.  Career issues cover a broad spectrum, ranging from getting up to speed in a new job to making a major career field change or planning your retirement.  Below is a list of statements that reflect the full range of career issues people face at one time or another.  Which ones are relevant for you now?  Place a check mark (+ ) in front of the statements that are true for you.





Career Issues





____	You are new in your job and must learn the basics to get up to speed and feel comfortable and productive.


____	You have been in your job for a while and are striving for increased competence in general.


____	You need to improve your performance in certain areas of your current job.


____	You need to update your skills or expertise to keep up with the changing technologies or state-of-the-art knowledge in your line of work.


____	Your job duties have changed recently (or will change), requiring some new skills or expertise on your part.


____	Your job may be eliminated due to reengineering or restructuring, and you want to begin


“re-tooling” to be ready for future opportunities.


____	You want to prepare for a promotion or move to the next higher level of responsibility in your line of work.


____	You want to broaden your skills or expertise to allow yourself more flexibility for future job moves.


____	You want to change jobs, and ....


____	stay at GSFC


____	stay within NASA


____	stay in the Federal Government


____	leave the Federal Government


____	You want to change occupational series, but remain at GSFC.


____	You don’t see much of a future if you remain in your current job, but aren’t sure what your options are.


____	You are not satisfied with your current line of work and want to change careers.


____	You want to plan your retirement.


____	Other (fill in the blank): ____________________________________________________


________________________________________________________________________
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Working the Career Planning Process





Now that you are a little more clear about your career issues, it is time to begin working the process.  As with any major decision, you will need a certain amount of data upon which to make your career decisions.  The following worksheets are designed to help you generate relevent data for each step in the process.  It pays to be as thorough as possible, so you may need to spend a significant amount of time at one or more steps.  Refer to the career management brochure (“You Are Invited...”) for information on all assistance and resources available at GSFC for career planning.  To obtain the brochure, call the Employee and Organizational Development Office at x69122 or drop by Room E100 of the Building 1 Training Facility.





	1.  Knowledge of Work Environment WORKSHEET


	(What is going on around me at GSFC?)





1.	How is the mission of my organization (i. e., section, branch, division or lab) changing?  What other changes are occurring regarding our customers, services/products, work processes, organizational structure, reporting relationships and personnel?  Is this a change of which I want to be a part?  Or is it time for me to consider a move?











2.	What are the organization’s changing needs regarding the workforce and what new expertise and skills will be required or desirable?











3.	What opportunities are available for developing these new expertises and skills (experiences, training, brief exposure, professional conferences, mentoring, etc.)?











4.	How might my role (job) change in my organization?  How can I prepare for or develop new skills for these changes?











5.	New expertise and skills my organization wants me to learn include.........











6.	What new missions or projects at GSFC or within NASA appeal to me?  What are their needs for the future?  What kinds of development activities would help position me for participation in another project?
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	2.  Knowledge of Self WORKSHEET


	(Who am I?)





1.	Of the new and recent developments in my organization or field, what interests me the most?

















2.	What are my current strengths for pursuing these interests?  What do I need to do to reposition my career so that I can get involved in these new developments?

















3.	Is it time for me to consider working outside of NASA?  If I am considering a complete career change, what experiences and learning would help reposition my career in the direction of my new interests?

















4.	Of all the things I have done in the last five years (work and non-work related), what specific activities and functions have energized me the most?  What developmental activities--experiences, learning, skill building--would help me grow in or increase these energizing functions?

















5.	Other things I would like to learn are.....

















6.	What non-work related issues do I need to consider as they might affect my career plans (e. g., health, family, financial, social)?
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	3.  Integration of Knowledge of Self and Work Environment WORKSHEET


	(How well do GSFC and I match up?)











1.	In what areas do my interests and personal plans overlap with the changing needs of my organization? [Any areas of overlap represent “first choice” development targets.]























2.	What knowledges, skills or abilities are important for increasing or maintaining the quality of my performance in my present assignments? [Lack of attention to these development needs will surely affect my opportunities at GSFC.]























3.	What knowledges, skills or abilities would help prepare me for opportunities or roles I might have in the future?























4.	Compared to the development needs suggested by these factors, other interests for development that are important to me include......


























	-7-











	4.  Goal Development WORKSHEET


	(What do I want to accomplish?)











A goal is a statement of a desired outcome or accomplishment which is specific, observable and realistic.  Based on the data you have generated about yourself on the previous worksheets and your specific career issues, write some goals for the next one, two and three years.





1.	What I want to accomplish by this time next year is......























2.	What I want to accomplish by the end of the second year is......

















3.	What I want to accomplish by the end of the third year is......

















4.	What barriers or obstacles might prevent me from accomplishing my goals on time (e. g., time, money, other commitments, etc.)?

















5.	What can I do to overcome these barriers or obstacles?  What resources are available to help me?
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	5.  Method for Taking Action WORKSHEET


	(What actions will I take?)











1.	There is a wide range of potential actions for me to consider in order to achieve my goals:





-- New assignments in my current job


-- Rotation to a different project/job


-- Volunteer for a task force or process action team


-- On-the-job learning from someone who is more expert in a specific area


-- Seminars/conferences (on-site)


-- Seminars/conferences (off-site)


-- University courses


-- Commercial/contracted courses


-- Self-paced learning (books, videos, computer-based instruction, etc.)


-- Academic degree or certification program


-- Sabbatical leave


-- Conduct informational interviews


-- Move to a new job within GSFC


-- Move to a new job within NASA or the Federal Government


-- Move to a new job outside of the Federal Government


-- Start my own business


-- Retirement





2.	In planning my career moves, I must be open to consider all the possibilities.  “Up” is not the only way (i. e., moving from a technical/professional position into management).  I must be willing to consider these moves:





Lateral Move: Change in position within or outside an organization, but not necessarily a change in status or pay.


Job Enrichment: Expand or change my job in order to provide growth experiences for myself.


Exploration: Identify other jobs that require skills I have and also tap my interests and values.  Job rotation is an example.


Downshifting: Taking an assignment or job at a lower level of responsibility, rank, and/or salary in order to reposition my career in something new and interesting to me, or to achieve a better balance between work and personal life.


Change work setting: Keep my job duties pretty much the same, but have a different boss, organization or employer.


No change: Do nothing, but only after careful consideration.
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Your Individual Development Plan





To the extent that any of your career goals involve acquiring some new skills or expertise, an Individual Development Plan (IDP) will be very helpful.  Using the attached IDP form, begin drafting your plan by incorporating the goals you formulated on the “Goal Development WORKSHEET” and the relevent actions from the “Method for Taking Action WORKSHEET”.  In selecting actions, try to achieve a balance between formal training activities (e. g., courses, seminars) and other kinds of learning experiences (e. g., work assignments, books).  Also, include realistic timeframes for completing your actions.





Your Supervisor’s Role





Your supervisor is in an excellent position to support your development in several ways.  He or she can:





Give you feedback on your performance in your current job and identify your strengths and areas for improvement.





Act as a mentor and coach for you.





Represent the organization’s needs, goals and opportunities.





Let you know what is happening around GSFC.





Help assess your advancement potential and your qualifications for other positions.





Act as a resource and referral for exploring your options.





Support your training and development (if related to GSFC’s mission) with time for 	training and funding.





Realistically, your supervisor may not be able to support you very much if your goals are to leave GSFC and work elsewhere.  However, the more closely your goals are linked to those of GSFC, the more valuable a resource your supervisor can be in your career planning.





























	INDIVIDUAL DEVELOPMENT PLAN











Name:					Current 			Code:			Date:


Position:





                                                                                                                                                      





Goals					Actions					Dates for 											Completion


------------------------------------------------------------------------------------------------------------------


First Year:


























------------------------------------------------------------------------------------------------------------------


Second Year:


























------------------------------------------------------------------------------------------------------------------


Third Year:


























------------------------------------------------------------------------------------------------------------------





Employee Signature and Date: (Optional)	Supervisor Signature and Date: (Optional)








