NOAA PMF Individual Development Plan (IDP) Template

Individual Development Plan

Fellow’s Name

Fellow’s Bureau

PMF Class of XX (Year)
Individual Development Plan

Fellow’s Name

Fellow’s Bureau

PMF Class of XX (Year)

Contact Information 

Fellow’s Name:

Position and Series:
Current GS-level (or equivalent):


Agency/Bureau:

 

Line/Corporate Office:

Program Office:  
Telephone Number:

E-mail Address:
Mailing Address:
Supervisor:

Title:

Telephone Number:

E-mail Address:



Fellow’s Entry-on-Duty Date:

Fellow’s Anticipated Conversion Date:
Target Position 

Target Position and Series:

Target GS-level (or Equivalent):
Briefly describe the target position and the specific knowledge, skills and abilities that will be needed to qualify for the target position upon successful completion of the 2-year program.  The example that follows should be modified for each Fellow.
Jane Doe’s position was classified at the beginning of the fellowship as a Program Analyst, ZA-2 (equivalent of a GS-9/01).  She will be eligible for a non-competitive promotion to the ZA-3 (equivalent of a GS-11/01) on June 5, 2008, twelve months from the date that she began the fellowship.  Upon successful completion of the two-year fellowship, as well as completion of the qualification criteria, Jane will be eligible to be converted to a career-conditional appointment in an administrative series at the ZA-3 (equivalent of a GS-12/01).  The target position at the end of the two-year fellowship is a ZA-3 Program Analyst with the National Oceanic and Atmospheric Administration (NOAA), National Ocean Service, National Marine Sanctuary Program (NMSP).  

Jane will receive managerial and technical training during the two-year fellowship that will serve both to fulfill the fellowship requirements and will meet the individual needs of the NMSP.  In addition, the managerial and technical training will strengthen Jane’s qualifications for future positions and promotions at the NMSP.  As a Presidential Management Fellow (PMF), 80 hours of formal classroom training per year is required.  The managerial and technical training in which Jane will participate is discussed in further detail in the following pages.  In addition, as a NOAA PMF, Jane must complete two developmental assignments; one that is 120-180 calendar days in length and one that is 30-180 calendar days in length.  The details of both assignments are also discussed in the following pages.
In the following two sections, indicate the skills required to advance from one level to another, from the GS-9 to the GS-11 (or equivalents) in the first section and from the GS-11 to the GS-12 (or equivalents) in the second section.  To develop these sections, consider the examples below, review your current performance plan, and consider the products and outputs that you are responsible for.  Then decide what skills you will need to develop in order to achieve those outcomes and craft these sections around those skills.  Personalize these sections to your unique position.  These sections must be in bulleted form and written as complete sentences, with 4-7 bullets per section.  The final bullet in each section is required.
Jane’s performance reviews will be conducted on a six-month cycle.  Success will be measured based upon the level of completion of job tasks, training, developmental assignments, and the cumulative advancement towards the defined learning objectives outlined in this plan. 

The competencies required to transition from the ZA-2 (equivalent of a GS-9/01) to the ZA-3 (equivalent of a GS-11/01) are directly related to the Factor Levels of a ZA-3 (equivalent of a GS-11) Program Analyst position.  As such, Jane’s performance will be evaluated on the following factors:  
· Jane will develop a strong working knowledge of NMSP’s current programs, the legislation and mandates that drive programs, the competitive process to select projects, and the grants process which funds those projects.
· Jane will begin to conduct management reviews, perform trend analyses, research best practices, develop sound policies and procedures, write reports, and prepare and make presentations to senior management on a wide variety of business and programmatic matters.   
· Jane will demonstrate an ability to solve problems and issues using analytical and evaluation techniques and will communicate recommendations to upper level management both orally and in writing.   
· Jane will develop a robust understanding of the needs of the NOS’ customer base and demonstrate an ability to meet these demands.
· Jane will have begun engaging in the organizational and business systems of NMSP, including those related to program management, contract management, human capital management, and financial management. 
· Jane will have selected and met monthly with her mentor, completed 80 hours of formal classroom training, and will have embarked on either/both the 120-180 day and/or the 30-180 day assignments per the requirements of the fellowship. 

The competencies required to transition from the ZA-3 (equivalent of a GS-11/01) to the ZA-3 (equivalent of a GS-12/01) are directly related to the Factor Levels of a ZA-3 Program Analyst position.  As such, Jane’s performance will be evaluated on the following factors:  

· Jane will demonstrate that she is capable of program and project management and development, developing and carrying out discreet aspects of project plans or complex assignments; and/or taking a lead role on projects.

· Jane will demonstrate that she is capable of providing client/partner support and teamwork by developing networks and building alliances; collaborating across boundaries to build strategic relationships and achieve common goals.
· Jane will independently conduct management reviews, perform trend analyses, research best practices, develop sound policies and procedures, write reports, and prepare and make presentations to senior management on a wide variety of business and programmatic matters.   
· Jane will demonstrate that she is adept at independently solving problems and issues using analytical and evaluation techniques and to communicate recommendations to upper level management both orally and in writing.   
· Jane will demonstrate that she is skilled at planning and performing assignments with minimal oversight and supervision, yet knowing when to alert her supervisor of potentially controversial issues/problems. 
· Jane will demonstrate that she contributes to her program office, Line Office, NOAA, and the Department of Commerce on projects, priorities and business activities beyond the scope of routine assignments.

· Jane will have met monthly with her mentor, completed 80 hours of formal classroom training       (160 total hours during the fellowship) as well as the 120-180 day and the 30-180 day developmental assignments per the requirements of the fellowship.

Learning Objectives  
The learning objectives are skills that will be developed throughout the fellowship through on the job experience, training, and developmental assignments.  Your learning objectives should include general management areas,       as well as specific technical skills and experiences, which will qualify you for your target position at the end of the fellowship.  List approximately 6 learning objectives in bulleted sentence form, each leading with an action verb.  
At least one must be a technical skill.  You may number your learning objectives so you can easily reference them in the “targeted learning objectives” column in the training portfolios and developmental assignment table later on in the IDP.  For more information on how to write learning objectives, visit:  http://www.nwlink.com/~donclark/hrd/templates/objectivetool.html.  Please see examples below:   

In order to reach her targeted position, Jane has selected the following learning objectives that will be emphasized through her on the job experience, training, and developmental assignments over the next two years. 

General Management Areas:

· Communicate ideas succinctly and effectively through oral and written communication to and with coworkers, supervisors, partners, other Federal agencies and customers. (1)
· Develop a strong understanding of the Federal budget cycle including formulation and    execution. (2)
· Learn the fundamentals of supervisory and management responsibilities, techniques, approaches, and objectives. (3)
· Monitor and track progress of short and long term goals and/or objectives and prepare reports on status of planned milestones. (4)
· Organize and lead a team of peers in a project by recognizing and capitalizing on the participants’ individual and collective strengths.  Describe goals and objectives, assign tasks, evaluate progress and assess the outcome. (5)
· Understand the ways in which NOS, NOAA, and the Department of Commerce conducts business, as well as their organizational structure, decision making process, and budget       process. (6)
Technical Skill:
· Develop cohesive presentations using Microsoft power point for my office. (7)
Details and Timeline:  How Learning Objectives Will Be Accomplished  
Enter your learning objectives or refer to them by number in the “targeted learning objectives column, below.  Planned courses should be highlighted in red.  Completed courses should be highlighted in green.
This section outlines how Jane’s training, developmental assignments, and relationship with her mentor will enable her to develop the learning objectives listed above.  
Formal Training  

Managerial and technical training will supplement Jane’s learning objectives that may not be fully met by on the job experience.  

	PMF Year One Training Portfolio

	Course Title and Vendor
	Brief Course Description
	Course  Dates & 

# of Formal Training Hours
	Targeted Learning Objectives
	Status         (Completed or Planned)

	OPM PMF Orientation and Training

(OPM)
	This 3-day OPM sponsored program focuses on contemporary leadership, communication, and teamwork skills as well as career development planning.  Working mealtime sessions, evening activities, plenary and concurrent breakout sessions are scheduled to permit Fellows to interact with each other.
	10/14/08 – 11/16/08
24 hours
	
	Completed

	Department PMF Orientation 

(DOC)
	This 2-day program is designed to enhance Fellows’ knowledge of DOC’s organizational structure, to familiarize PMFs with training and development initiatives such as the Commerce Learning Center, and to encourage networking among DOC PMFs.
	11/20/08-11/21/08

16 hours
	
	Planned

	NOAA PMF Orientation 

(NOAA)
	This 2-day program is designed to enhance Fellows’ knowledge of NOAA’s organizational structure, to encourage networking with other PMFs and program alumni, and to learn about NOAA’s PMF training and development requirements.
	12/10/08 – 12/11/08
16 hours
	
	Planned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Year One Training Hours (# Completed/ # Planned):       XX/80+


	PMF Year Two Training Portfolio

	Course Title and Vendor
	Brief Course Description
	Course  Dates & 

# of Formal Training Hours
	Targeted Learning Objectives
	Status         (Completed or Planned)

	NOAA Leadership Seminar

(NOAA)
	This 3-day program is designed for NOAA employees to gain knowledge and insight of current NOAA initiatives and drivers.  Participants have the opportunity to network with NOAA senior leaders and other participants, as well as learn and enhance effective leadership skills.                                  
	TBD,            Summer 2009
24 hours


	
	Planned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Year Two Training Hours (# Completed/ # Planned):       XX/80+


Developmental Assignments

Developmental assignments will allow Jane to build upon her learning objectives and strengthen her awareness of agencies/processes outside of the NMSP that have either a direct or indirect influence on how the program’s vision, goals, and objectives are structured and carried out.  Jane will complete two developmental assignments during her fellowship; one that is 120-180 calendar days in length and one that is 30-180 calendar days in length.  Both developmental assignments are subject to the approval of her supervisor. 

Both developmental assignments will broaden Jane’s perspective on the work of NOAA and the Department, produce a more insightful employee and eventually a more effective leader.  The assignments will allow Jane to strengthen her managerial and technical competencies, work in a different occupational field, learn about a program function from another perspective, and/or contribute on a project that will help NOAA implement its mission.  
The 120-180 day developmental assignment will be in the occupation and/or functional discipline in which Jane will most likely be placed, and will assist her in meeting the learning objectives outlined above.  The assignment will have full-time management and/or technical responsibility consistent with this IDP.  Jane’s 30-180 day developmental assignment will be to a field that relates to her overall career path.  

	Assignment

Location
	Start & End Date Duration in Calendar Days
	Host Office Supervisor’s Name, Title, and Contact Information
	Targeted Learning Objectives

	
	
	
	

	
	
	
	


120-180 Day Developmental Assignment: Name of Office  

Brief Description of the Host Office:
Description of the Fellow’s Duties, Products & Outputs:
Relationship of the Assignment to the Fellow’s Career Goals:
Long-term Benefit to the Home Office/NOAA of the Fellow’s Developmental Experience: 

30-180 Day Developmental Assignment: Name of Office 

Brief Description of the Host Office:

Description of the Fellow’s Duties, Products & Outputs:

Relationship of the Assignment to the Fellow’s Career Goals:

Long-term Benefit to the Home Office/NOAA of the Fellow’s Developmental Experience: 

Mentor

Jane has selected a mentor that will assist in her career development path and the achievement of her learning objectives.  Jane’s mentor is John Dee, Director of the ABC Division, NOAA Workforce Management Office.  John can be reached via e-mail at: John.Doe@noaa.gov or via telephone at: 
(301) 555-5555.
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