CREATING YOUR INDIVIDUAL

DEVELOPMENT PLAN




CREATING YOUR IDP

CONTENTS

INEFOTUCTION ...ttt ettt et et et e et eeneeentesseesseenseenseennens 3
Step T: Set YOUr Career GOAIS ......ccvieieiieiiieiie ettt ettt et e et e easeeeanas 4
Step 2: Identify Your Strengths and Areas of Development..........c.ccceeeiiecviiiiiieeieeee e 8
Step 3: Create Your Individual Development Plan (IDP) ..........cooovieveoeieiceieeeeeeeee e 11
Step 4: Have the Development (IDP) CONVErSation ............ccccceeveeieiiiivieieiecieceieeeeee e 17
Step 5: Implement and ReVIEW YOUT IDP..........ooooviiiiieeee e 21



CREATING YOUR IDP

INTRODUCTION

The Individual Development Plan (IDP): Chart Your Course

Creating an Individual Development Plan (IDP) will help you prepare for your future, regardless of the career you're
planning on. In an IDP you outline a vision for your career, set goals to capitalize on your strengths, and address your
development needs. With an IDP you're taking a deliberate approach to increase the skills, knowledge, and experience
you need to advance in your chosen career. The key benefits of developing an IDP are below.

The purpose of creating an IDP:

*  Helps you inventory your strengths and identify any gaps in your knowledge, skill set, or experience.
e Helps you identify the short-term and long-term goals that can push you toward action.

e Serves as an indispensable communication tool between your leader and you.

e Provides a visual representation of how to allocate your time working on specific goals.

Acknowledges milestones achieved along the way, providing a sense of accomplishment and increasing
momentum.

*  Documents your development through assessment and reflection.

Here are the steps you will take to start your Individual Development Plan:

Identify your Create Your Have the
Set Your Strengths Individual Development ;rr?(?llgg]/?é]vtv
Career Goals and Areas of Development (IDP) Your IDP
Developent Plan (IDP) Conversation
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STEP 1: SET YOUR CAREER GOALS

Set Direction and Establish Your Leadership Vision and Career Goals:

Identifying Your Direction:

Before writing an IDP, some reflection is needed. Creating an IDP starts with identifying your “north”. Think
about and answer the questions below to become more aware of what you want for yourself and where you
want to go in terms of your professional development.

What would | like to do more of?

Click hereto entertext.

How would you describe your perfect job?

Click hereto entertext.

What is your own vision of Leadership?

Click hereto entertext.

What future position(s) would be a natural fit for me?

Click hereto entertext.
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Reviewing How to Write SMART Career Goals:

Be SMART about setting your career goals. Find out how to make achievable career goals.

When making career goals, you want the goals to meet as many of these criteria as possible. Here is what each
of the SMART terms means:

Specific (detailed and precise)

«  When you write a goal that is specific, ask yourself: WHAT are you going to do?

»  Beclear and detailed.

Measurable (Able to determine or figure out that you have hit your target)

«  When you write a goal that is measurable, ask yourself: HOW will you know when it is finished?

»  Use numbers in your goal.

Achievable (It's not just a dream!)

»  When you write a goal that is achievable, ask yourself: HOW are you going to do it?

«  Make a plan to achieve your goal. (Refer to your IDP).

Realistic (Your goal is within reach)

«  When you write a goal that is achievable, ask yourself: Can you do this in the timeframe that you have
planned?

»  Be honest about how long it will take you to achieve your goal and how you will get it done.

Time bound (the goal is not open-ended, but there is a timeframe)

»  When you write a goal that is time-bound, ask yourself: WHEN are you going to have this done?

«  Take small steps to complete your goal by the deadline.
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lll. Identifying your Professional Goals: (Reflection)

To identify your professional goals, be specific about your interest using the SMART Model presented
before. The following questions can help. Think about your answer(s) and make notes:

Do | want to move up? Click to entertext.

Do | want to go over to a different departmentat RIS U

my same level of leadership?

Do | want to enrich my current job and become one SIS QXIS

of the best?

R S R R dr o Click to entertext.

and then later focus on the next leadership level?

Click to entertext.
roles and areas in Baptist Health?

What future position(s) would be a natural fit for C"Ck hereto entertext.

me?

What strengths are needed to perform the targeted
position? What are predominant development
needs for me to be successful in the targeted
posmon’?

Do | need to find more information about different
Click to entertext.

Am | willing to work in another entity? Click to entertext.

Use your answers to the questions above to set one or two professional goals:
o What would you like to achieve 1 year from now?
o What are my goals and career aspirations in the next 1 - 2 years?

Click hereto entertext.
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IV. Identifying your Career Goals:

Use the questions below to help you form an idea of your career goals:

Career Goals: Examples Your Goals

My Professional Goals for the next 1-2 years is (are):
* Take on greater responsibility inmy | Click hereto entertext.
current position/area through
special projects and assignments

* Move to a different role in my
function/area, doing a similar level
of work to add interest and breadth
to my experience

* Move to a different function/part of
the organization doing a similar
level of work to add interest and
breadth to my experience

* Take on greater responsibility
through a higher level position

Now you are ready to review Step 2. This step will provide you with the additional things you need to consider and have in place.
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Assessing Your Competency Proficiency Level:

Leaders and employees have different strengths and developmental needs. When creating an Individual
Development Plan it is essential to assess your level of proficiency in relation to your leadership or employee
level in order to identify any strengths and areas of improvement.

Visit this website to learn more about the Baptism Health Leadership Competencies:
https://td.baptisthealth.net/Competencies/Competencies.html

NEW CORE LEADERSHIP COMPETENCY PERFORMANCE

COMPETENCY MODEL DEFINITION PILLARS

Building strong customer relationships and

Customer Focus Rl N N
delivering customer-centric solutions.

Creating new and better ways for the

Cultivates Innovaticn o
organization to be successful.

Seeing ahead to future possibilities and

Shiateclehindeet translating them into breakthrough strategies.

Holding self and others accountable to

Ensures Accountability meet commitments

Quality Safety

Interpreting and applying understanding of
Financial Acumen key financial indicators to make better
business decisions.

Recognizing the value that different
Values Differences perspectives and cultures bring to
an organization.

Consistently achieving results, even under

L tough circumstances.

Stepping up to address difficult issues,

BONEE saying what needs 1o be said.

Developing people to meet both their career

Rt goals and the organization’s goals.

Creating a climate where people are
Drives Engagement mativated to do their best to help the
organization achieve its objectives.
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Using Your Leader’s Perspective and Feedback:
Get the perspective of your leader. Invite him/her to use this same tool to assess you on the different
competencies at your level or one level above depending on the situation.

In case you would like to go a step further and want to get input from your peers, direct reports, and other
colleagues, you can send a copy of the Assessment tool and ask them to assess you against each competency.
Feedback from peers, direct reports and others is optional. See next pages for tips.

Reflecting on Your Own Developmental Needs:

Achieving higher consciousness comes from your commitment to personal growth. You're a totally different
person compared to who you were at this time last year; next year will be no different. How much you grow and
who you become is up to you. But remember, the acquisition of knowledge doesn't mean you're growing.

Growth happens when what you know changes how you carry yourself and how others perceive you in your
personal and professional life.

Take a look at who and where you are. Looking at your career achievements, and reflecting on your present
status of your own career goals, think about what your peers, direct reports, leader and others would consider
to be your strengths and opportunities. From these, think about the opportunities and threats you face.

Use the space below to jot down some insights from your reflection

Click to entertext.
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Take a moment to review the following questions to make sure you are in alignment with the feedback received, your
strengths and opportunities.

What do you do better than anyone else?
What do other people (and your boss, in particular) see as your strengths?
Which of your achievements are you most proud of?

What values do you believe in that others fail to exhibit? Consider this from your own perspective, and from
the point of view of the people around you. In addition, do not be modest or shy - be as objective as you
can.

Click to entertext.

What tasks do you usually avoid because you don't feel confident doing them?
What will the people around you see as your opportunities?

Are you completely confident in your knowledge and skills? If not, where are you weakest?

What are your negative work habits (for example, are you often late, are you disorganized, do you have a
short temper, or are you poor at handling stress)?

Do you have personality traits that hold you back in your field?

Click to entertext.

Now you are ready to review Step 3. This step will provide you with information to complete your electronic IDP.

10
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Step 3: Create Your IDP

Selecting Your Core Competencies for Development:

From the previous step, you have identified no more than three targeted core
competencies to work on this year. Now you need to identify learning activities and
experiences to improve in those competencies using the People Soft Online IDP Tool
and Degreed. https://td.baptisthealth.net/Competencies2020/Competencies.html

Using Different Developmental Actions to Create Your IDP: Core Competencies
on Degreed

WORK EXPERIENCES

This amount of time should be spent expanding current role through
stretch assignments, special projects, and shadowing another area or
department. Volunteering is also a great way to learn and grow.

Ensure that meaningful career discussions take place during midyear
or vear-end review. This amount of time should be spenit networking
with others and building relationships. Mentors can provide guidance,
and professional associations expand connections.

Live or online classes, reading articles, books and summaries enhance
lnowledge. Professional certifications can expand skills.

Research on leadership development suggests we learn best following the 70/20/10 rule.

Applying the 70/20/10 Model:

Many people think of development, especially career development, as formal training provided in a classroom.
However, there are many ways people can learn and develop.

What are some learning and development methods from the 70/20/10 model you can utilize to accomplish your
development goals?

Click to entertext.

11
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Creating your Development Plan:

To create your development plan, pick one of each type of activity (70/20/10) for each area of development (the
three competencies you selected) that you can reasonably accomplish this year.

e Keep in mind, your IDP should have an action (s) on each of the three Learning Areas (70/20/10).

e Before creating the IDP in People Soft, we suggest you sit down with your leader to go over the competencies
you will work on and discuss the main objectives of developing those and the type of support you will receive to
develop. Consider the following:

Competency for Development Example: Strategic Mindset

What would you like to achieve or do | For example:

Overall Developmental better on your role as a result of | will be a_b_le to proactively act upon
Objective developing this competency? oppqrtgnmes in the department to
maximize performance of
Remember to use the 70-20-10 departmental outcomes in patient

model to craft a comprehensive IDP. | satisfaction and create a strategy to
improve engagement levels in the
team.

Once you define why you would like to develop any competency in your IDP, you are ready to work on selecting the
different developmental options from the system.

The next page will provide you with details when completing your IDP in People Soft.

12
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V. Creating an IDP in People Soft:

Step 1: Log in to PeopleSoft while in or out of the network using the link below. Use your usual AD login credentials.
https://pspaprd.baptisthealth.net/psp/prd/?cmd=login&languageCd=ENG&

— Vv

Baptist Health
South Florida

PeopleSoft

User ID

Password

Step 2: Create your Talent Profile by completing the following information: Personal Information, Current Position and
Organization, Work History, Education and Skills, etc.

e This will allow you to have your information in one place when planning your IDP and having career
conversations with your leader.

e  From this page once you have added information on your talent profile, you can click on “development” and
start creating your IDP.

Baptist Health Hi, Totane Sehrader .
South Florida (Proxy # )

Home Org Chart Task List Find Employees Q

Talent Profile

Welcome

Welcome!

Personal Information
Welcome to Baptist Health South Florida's Talent Profile Page, your information gateway to career opportunities at Baptist Health South Florida. Today thousands of Baptist Health South Flarida's employees help managers understand
Current Position & the variety and caliber of talent that exists inside the company.

Organization The Best Place To Be Your Best!

Work History These seven words deliver a challenge to peaple who take pride in what they do and want engaing opportunities to do it better. It is a true description of our workplace here at Baptist Health South Florida, And 2 promise that we can
make to our employees, as each of us works together to deliver quality patient-centered care.

Education & Skills

Baptist Health is 2 community of people who care for one another, who lift one another up to achieve their personal best. We are creating a level of quality that could never be accomplished without each other. And there's nothing

Experience Inventory better than that

Performance You can participate by providing valuable information about your skills and interests.

Purpose of this Page
Feedback This page enables BHSF Human Resources and line managers an opportunity to access about you. Talent 1t professionals search this online database of employees for potential career opportunities at Baptist
Health South Florida. Your Talent Profile is an online *personnel file* about you

Mobility & Travel - ] i
Reviewing and Updating Your Talent Profile

T a— Browse through the “tabs" on the left hand side of this page. Review the information in all fields for accuracy and be sure to update your current career interests and preferences.
Questions

Journal If you have any questions or find an error in your Talent Profile, please send an email to the Performance 1t administrators at Perfort net.

Career Plan

13
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Step 3: Click the Add button to add a new development activity based on the actions you will take to work on your
development plan. Review the feedback you have from your leader to help you select or add your information.

My Dashboard  Reporis My Asslytic
Qubcke Lk My Tasks
My Links.
o am # R .
) L
Staves of Active Processes o
Duapisy comsnt for
Process 2 o -
My Development Acthvities
My Team Aviasa  Priacimy  Activing Name Amaciations Swtes ' St Dete
7 — i grogren 43
e . s Lendeiig Famd e Inprogress  DLO42016
. 1 ’ taare Marage et nprogren 4200
e .
| - (. e

Step 4: To choose from a catalog of development activities, click “Choose from the Development Catalog.” There are a
variety of sources including FYI competencies and Degreed pathways.

What do you want to do?

Choose From the Development Create an Activity
Catalog

Enter a development activity such as
celect & course or other activity fram attending a conference, reading a book
the development catalog or participating in a cross-functional
team.

14
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Step 5: Select Activity from Catalog

e You can filter the results by location, type, who it is suitable for, and specific competency name.
e  Click on the resource you want to include in your development plan. Click “Continue.”
Select Activity frem Catalog
= B’ L e —
. Rum Filtss g Class Filar 1.
m.- Swinsbirty {ompetency
o - _E;_
M
.
Ltratwaic Agilsy Lesdaribep F -
2' Sirabegic Agdey Krprma, L A, (20001 What thee Bast S15n knows 7 Eaonptional laders and i bevpeng for Lesderihp  Book Lasdarihip o
Widdaiverng By Dot Mew Woric MoGoe . el
T TERIIrT E -2
Slrateges Ay Lesserihip  Bosck Lesteratip 9
Stratwgic Agd Lesderthip  Eook Lesdambep &
Bhegic Ag Lesdrpg  Bog
3
0O tortna

Step 6: Provide Development Activity Details

e Feel free to rename the activity.

e You can add more to the description. For example, how you will apply what you learn from this
developmental activity.

e |dentify your goal: what you aim to achieve.

e Enter status, degree of priority, start date and expected end date.

e Click "Save" to continue.

15
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Provide Development Activity Details

g? Sect Activty o Innmm:x -

ity et el click Savie. Thee activity will bt adided 1o pour destbopreent plan whint you cans update your nobes and track you

Souroe Type: 1r|lqmﬂ Catalog
A treity Bame Sarategic Agikty
~
2.  Oescription O R e e Y T T R -4

KAamas, J A (0035 WIa! M 551 CEOS BN, T EXepiondl Masin and Wi
AR 10 BMISEIIAG Bl Dusiieis M Yo M Graw-Hil

I 3 Devalopmint Goals
4_ SEatun n

-

Frignity

Seart Diate =

L End Date L] 5 e

= Spell Check | | ) Previds | | B Save | | Carcel

Step 7: My Development Activities: Your new development activity is now in your list of “My Development Activities.”

My Bmbbosnd  Roports My Analytia
Cpick Links ety Tarsdes
By s,
= . R
stata of dotive Frocesses. vo
Drinplay count For: &5 Errpsioryman on Wy Arsals) of Bepormibty
Pebosta TebeT i ﬂ;.
Wby Derwwlopmant Acteiitien
My Taam Actiemn  Priorty  Actiity Mamas Amorstoss  Stetes T
. # Ceaching n-pragrem
B ' o Leassreng Readeress nprogress  DLSAOLE
* i z " o
Bty Taam
1. i dtratege Agemy O3 1L ¥
. — £ . = 1:“"" _ £ i — °

Now you are ready to review Step 4. This step will provide you with information to have a development conversation with your leader.
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Step 4: Have the Development (IDP) Conversation

Understanding the Importance of Having a Development Conversation with Your Leader:

e [tisimportant for you to work (with your direct leader's support) to create mutually beneficial professional
development goals. An Individual Development Plan (IDP) is often the best way to accomplish this. An IDP
is a clear statement of your career goals and includes a specific action plan as to how you can achieve
those goals through training, new projects, networking, and other methods.

e  Career development, in general, is led by you and supported by both the supervisor and the overall
organization.

e The Conversation Guide serves as a starting point for your development discussion with your leader and to
help you refine your IDP.

Setting Up Your Development Conversation:

¢ Schedule the meeting:

Collaborate with your leader to set up a meeting dedicated to discussing your development and the Individual
Development Plan you put together.

o Review and complete the conversation guide and define your role and responsibilities:

A week before the meeting, you should briefly review the purpose and use of the Development Conversation
Guide presented in this document. Review the roles and responsibilities.

o Consider additional tips and best practices to help you develop your core competencies:

The tips presented in the next page, will help you consider additional options to work on your competency
development. While you are having, your conversation look for those ideas so that you can incorporate them in
your plan.

In the following pages you will find tips to help you craft and prepare for a development conversation with
your leader.

17



What Should | Do
Before the Meeting?

What Will Happen
In the Meeting?

What will be the
outcome of this
meeting?

How Can | Make
My IDP Meeting
a Success?

Who Is Responsible
for What

CREATING YOUR IDP

Development Conversation Guide

Before you set up a meeting with your leader, the best way to prepare is by writing a draft of
your own Individual Development Plan (IDP).

This brainstorming and preparation process will help you identify your priorities and will point
towards ways that your leader can support you in your development.

While meetings will vary to some degree, the purpose of an IDP meeting is to come away with
a comprehensive plan for your development. This includes goals and competencies as well as
action items that will help you pursue those goals with support.

Your leader may ask you some guestions to start the conversation, and you will have the
opportunity to share what you have brainstormed on your own. Then, from both of your
thoughts, recommendations, and resource ideas, you will work together to craft an IDP and
focus on the different competencies you selected based on your self-assessment.

By the end of the meeting, you will have an action plan for your own development. Be sure to
schedule a follow-up meeting for reviewing your plan and your progress later.

Place timelines on your competencies, goals and objectives and set specific guidelines
for follow-up.

e Schedule a follow-up meeting to review your progress later.

e Be prepared. Bring your development needs, your competency self-assessment, goals, as
well as potential resources discuss.

e Beopen to feedback and suggestions. Choose a time when neither of you will be
distracted by other obligations so you can both stay focused on the development
conversation.

e Place timelines on your goals and objectives and set specific guidelines for follow-up.
Schedule a follow-up meeting to review your progress later.

e Understanding roles and responsibilities will help create a productive IDP experience.

18




The Learner Role (Your Role)

Your Leader

The Organization

Click to entertext.

CREATING YOUR IDP

Roles and Responsibilities

Understanding how well your skills, competencies and knowledge match
what is needed to complete your job.

Identifying career goals, development needs, and training or development
opportunities geared toward the realization of your goals.

Assessing individual progress toward reaching your goals.

Identify how you will demonstrate that you have accomplished your
learning objectives and how you will use what you have learned. (Complete
all learning experiences)

Demonstrate how your learning objectives link to your department’s vision,
mission, and strategic goals.

Meet with your leader to discuss your plan and finalize your Development
Plan.

Review progress with your leader

Assess your strengths and development needs. Help you identify training
and development opportunities.

Provide opportunities to discuss and plan your development

Ensure that training and development opportunities align with your goals.
Ensure that your goals and development needs align with the
organization's goals and objectives.

Evaluate the outcome of your developmental experiences.

How are you going to be accountable to your own development and the commitments you establish with your leader?

Provide the structure and time for you and your leader to work together on
an IDP.

Supply training and development opportunities for you to expand your
skills.

Ensure that your leader has the training and skills to encourage your career
development.

Reflection

19



Think of ways to transfer the learning .
from your IDP on the Job

CREATING YOUR IDP

Roles and Responsibilities

Learning goes beyond what you pick up in a classroom or other
learning situations. The best way to reinforce learning, increase your
competence, and improve your performance is to practice and use
what you have learned on the job.

One way to successfully transfer learning back to the job is to
consciously identify ways to use what you have learned and to get
feedback and coaching from peers, mentors, or others who can
observe you using your new knowledge and skills.

Use Mentoring and Coaching .

A mentor is a role model and sounding board who provides
confidential guidance. A mentor is someone, not in the employee’s
chain of command, who is in a position to help with job and career
goals, and who is committed to doing so. Mentoring is a constantly
evolving process and requires the mentor and protégé to work
together as partners to define appropriate mentoring goals and to
provide each other with sufficient feedback to enable the achievement
of those goals.

A coach assists in review and self-reflection and helps recipients
apply experience, book or classroom knowledge to their current work
situation. This reflection helps those receiving the coaching learn how
to analyze and resolve the leadership challenges they are facing.

If you are new to your leadership role, it is encouraged to find a coach
or mentor to help you navigate the challenges of your new position.
Executives that have worked with coaches overwhelmingly report the
experience as positive and helpful.

Stretch Assignments .

Stretch assignments are essentially short-term projects or
assignments that provide unique, challenging experiences for the
purpose of developing employee/leader skills and abilities.

Discuss with your leader the potential assignments that can help you
in your development.

Now you are ready to review Step 5. This step will provide you with information to help you implement and Review Your IDP.

20
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Keeping you on Target:
Follow the next steps to help you stay on target with your IDP. This provides you with some strategies on how to really
execute your IDP and make progress.

Implement - spend just five minutes every day on your IDP

Make development a routine. Set aside a regular time, such as the beginning or end of each day to act
and reflect on your development priorities and objectives.

Make your development action steps the first task on your daily to-do- list.

Link your goals with something you are already doing. Take a moment each day to identify the
development opportunities that are right in front of you.

Break out of your normal routine. Search for new ways to approach the situation you deal with every
day.

Learn from your peers. Spend time with the people in your development who have the expertise and
skills you need. Ask them questions.

Make your learning more efficient

Determine your own most effective learning style. Some people learn best by observation, other by
trial and error, by reading, and by defining job experiences and stretch assignments.

Get involve in a variety of experiences to maximize your development. High-quality learning most often
comes from a wide range of professional and life activities, not just few.

Experiment and take intelligent risks each day. Seek out “high-voltage” situations, such as projects

that are highly visible or ones that give you an opportunity to work with new people.

Deal with obstacles and roadblocks in your development

Show your development plans and goals to others. This will increase your commitment to attaining
the goals and will involve others in your development. Specifically, ask for support and feedback in the
areas you find toughest to master.

Keep the development process simple. Complexity can make development feel intimidating rather
than motivational.

21



Daily reflection: What will | do each day to consider:

O
)
O

Other reflection questions:

o

o

CREATING YOUR IDP

Do not shy away from discomfort. Accept that change and development may feel intimidating or
ambiguous at times. Remind yourself the feeling is only temporary.

Be aware of what happens when your progress begins to slip. Keep track of situations that cause you
difficulty and figure out how to address them.

Redefine success by separating what you are learning from how you are performing. Ask “what have |
just learned?” rather than "How did | just do?”

If you feel stuck or unsuccessful, regroup and correct your course. Revisit your learning plan and make
necessary changes in your approach. Review your objectives and actions with others, and seek their
candid feedback and advice.

Reflect on what happens - regularly reflect on what you have learned

Schedule periodic reviews, such as the beginning of each month or quarter, to think about and
consolidate what you have learned.

Use major events, such as the completion of a long-term assignment or project, as opportunities to
debrief what went well and what needed improvement.

Reflect on the midpoint of a large assignment when you still have a chance to make corrections.

Learn from your successes by examining them and determining exactly what you did to succeed. Then
look for opportunities to transfer your behaviors and skills to other situations.

Tune in your emotions. Use hoth positive and negative emotions to motivate you, to draw your
attention to something that needs changing, or to identify areas for future growth.
Consider keeping a learning log to track and document your lessons and progress.

The next time you work on a development objective; ask yourself, “What have | learned”? Write down
what you learned, as well as possible ways to apply your learning to other situations.

What worked? Click to entertext.

What did not work?
What do | want to do differently next time?

Am | challenging myself in my job and Click to entertext.

outside work?

Am | requesting or hearing feedback from
others?

Am | taking any risks?

Consider a journal for reflection

22
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V.

Seeking Feedback and Support - use the ALERT method

What is in for you?

Ongoing feedback is essential for knowing where you are in your development process and
determining your next steps. You need to make a concerted effort to solicit feedback that is honest,
concrete, and specific to your development objectives.

To make it easier for others to give you the information you need, follow the ALERT method described
below.

Ask for feedback

e  Explain what you want and why it is important. Describe your learning goals and the topics you
are interested in.

e Forexample, say ‘I want to improve my influencing skills. Would you be willing to observe how
| am doing in this area?”

e  Convey sincere interest in other people’s views. Example: ‘I need your input because working
with you is an important part of my job”.

Listen actively to what people say

Strive to pursue, understand and accept other's point of view.

e  Create opportunities for people to expand on what they have said. Use open- ended questions
to clarify and probe for examples.

e Resist the urge to argue, explain, or defend yourself.

e Clarify the impact of your behaviors on others. Example: ‘What happens when | do not act
decisively in our meetings?”

Reflect on what you have heard

e  Thoughts: How does this fit with your goals and your current view of yourself? What new
information have you heard? Where do you need additional clarifying information?

e Feelings: How do you feel about the conversation? What surprised you?

e Actions: What actions are warranted by the feedback you just received? What are your options?

Take action

e Decide what you want to do next. Plan exactly when and where you will begin.
e  Continue to seek feedback to assess your progress.
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Make it count: transfer what you learn to the next steps
Take time to celebrate and acknowledge your progress and accomplishments. Personal recognition builds self-
confidence and provides renewed energy for your continued growth.

Create additional opportunities to apply what you have learned. Using your new skills will ensure that you keep
them sharp and up-to-date.

Seek experience in new, complex situations.
Cross-train and pursue learning in related areas.
Advance to the next level of mastery. Force yourself to face additional challenges that will push your limits.

Take a break to recharge your batteries before your next development challenge. Take stock of what
development strategies and tactics worked best so you can apply them in the future.
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