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	 Employee Career Development Worksheet
	Canton City Public Health
FINAL



	Employee Name (First and last):
	
	Meeting Date:
	

	Supervisor Name (First and last):
	
	Position Title:
	



	GREEN: sections for Employee to complete
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	Blue: sections for supervisor to complete                                                                                           



	Section 1: PROGRESS TOWARD GOALS and Priorities since last meeting

	Goal
	 CompleteD
(Yes/No)
	Next Steps

	
	
	

	
	
	

	
	
	



	SECTION  2: TRAININGS Completed and skills, LICENSURES, ETC. obtained SINCE LAST Career DevelopmenT Meeting

	2a
	organization, divison, or position-specific required trainings
	2b
	optional/supplemental trainings

	
	
	
	

	
	
	
	

	
	
	
	



	SECTION 3: INTERNAL COMMITTEE(S) OR CCPH EVENT PARTICIPATION since last meeting

	Committee Name; EVENT Names and dates

	








	Section 4: EMPLOYEE Desired trainings and Skill Development

	

	

	



	Section 5: Short-term goal(s) (i.e. less than a year to achieve)
(specific, measurable, achievable, relevant, and time-bound)

	Goal
	Target Date

	
	



	Section 6: long-term goal(s) (i.e. longer than a year to achieve)
(specific, measurable, achievable, relevant, and time-bound)

	Goal
	Target Date

	
	



	Section 7: Areas of support Employee desires from supervisor (OPTIONAL)
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	Section 8: Supervisor identified Goals and/or areas of improvement for employee 

	

	

	




	[bookmark: _GoBack]Section 9: Supervisor assigned Training, education, and skill development priorities
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	Section 10: Professional development & JOb Description questions (OPTIONAL)

	1. What do you like most about your current job? What would you like to do more of, if you could?







2. What do you like least about your current job? If you could, what would you like to do less of?







3. WHat are the “pebbles in your shoes” during your workday?








4. Is there something more or different that you could do that you feel would make a greater contribution to CCPH as an organization? Which of your skills do you feel are being underused?








5. Do you feel your current job descriPtion is up-to-date and accurate? If not, what would you suggest editing?









6. aRE YOU INTERESTED IN ADVANCING YOUR CAREER AT CCPH (I.E. HAVING A MANAGEMENT, SUPERVISORY, LEADERSHIP ROLE)? tHIS QUESTION IS TO SIMPLY GAUGE INTEREST AND YOUR ANSWER WILL NOT BE USED FOR OR AGAINST YOU.










	Section 11: Supervisor Staff development question fOLLOW-UP (COMPLETE IF EMPLOYEE SECTION COMPLETE)

	
1. HOW COULD YOU HELP THIS STAFF MEMBER DO MORE DUTIES THEY LIKE TO DO, IF POSSIBLE?







2. hOW COULD YOU MINIMIZE THIS STAFF MEMBER’S DISLIKES IN THEIR DUTIES, IF POSSIBLE?









3. hOW MIGHT YOU BE ABLE TO ALLEVIATE THE “PEBBLES” IN THIS STAFF MEMBER’S SHOES?









4. How can the skills this staff member feels are underused be incorporated into their immediate work or within CCPH as a whole (i.e. committee work, special projects, etc.)?









5. If edits are needed to the staff member’s job description, what next steps should be taken to ensure the job description is updated?







6. iF THE EMPLOYEE WANTS ADVANCEMENT, ARE THERE OPPORTUNITIES FOR SHADOWING, MENTORING, AND/OR ENTRY SUPERVISORY DUTIES SUCH AS MANAGING INTERNS OR SEASONAL STAFF THAT THIS EMPLOYEE COULD DO?








	Section 12: employee comments (OPTIONAl)

	









	Section 13: Supervisor Comments (optional)

	



	
I acknowledge that I have been provided the opportunity to discuss MY career development with my supervisor, and I have received a copy of this WORKSHEET.

Employee Signature: 	Date:
 

	
sUPERVISOR Signature: 	Date:
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