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Succession Planning

Tips for Preparing an Employee Career Development Plan
Succession Planning is linked to career and leadership development, and is a strategic and
systematic approach used by organizations to build a talent pool that will be ready to fill
future positions. Using assessment tools and an analysis of needed job competencies,
development plans are identified and designed to build the skills, knowledge, and abilities
to prepare individuals to back up or perform specific functions/positions when needed.

The following are some useful tips for designing an individual training plan or a career
development plan:

1. Describe the goals/objectives of the career development plan and expected
outcomes.

2. Identify the job competencies needed for effective performance.

3. Activities focus on organizational goals/objectives and priorities, and include
leadership/management development.

4. Feedback and monitoring the plan are agreed upon by the supervisor and employee.

5. Other feedback includes assessment tools and evaluations from peers, other
supervisors, and customers.

6. Meets the SMART standard: Specific, Measurable goals/outcomes, Action oriented
implementation steps, Realistic steps, Timelines for milestones and completion.

7. Resources needed include costs, time, materials/supplies, and who provides.
8. For training activities, identify follow-up application and on-the-job results.

9. Identify the indicators, and measure the results to show whether the intended
goal/outcome is reached.

10. Communicate progress and results of the plan.
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