
3    Stay competitive in the constantly

      evolving job market

2   Advance your career1   Learn new skills

Being a new manager comes with unique challenges, and a 

personalized development plan can help you succeed by focusing 

on the skills that matter most. Here's a step-by-step guide to 

crafting a plan right for your professional goals and corresponding 

activities to foster growth and confidence in your role.

Step-by-Step Guide to Creating a 
Personalized Development Plan for 
New Managers

By setting goals and taking action, you’ll boost your skills, confidence, and career potential. This guide isn’t one-and 

-done — you can revisit it anytime to reassess, set new goals, and track progress as your role evolves.


Each step builds your strengths and keeps you ready for new challenges. Invest in yourself, stay proactive, and let  

this plan be your go-to roadmap for becoming a stronger, more effective leader.

A Simple, Step-by-Step Decision-Making Model 


So, why does self-development matter? It matters because it helps you:



Step 1: Self-Assessment
The first step in understanding where you currently stand is conducting a self-assessment. Use a simple 1-to-5 rating

scale to assess your proficiency in key managerial skills.


NOTE: Be honest in your self-assessment. This is your opportunity to pinpoint strengths and identify areas that

need improvement.

Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

Leadership Score Score:

Skill Category Key Competency Self-Rating (1-5) 

Communication Team Motivation

Vision Setting

Decision Making

Communication Score Score:

Leadership

Communication



Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

People Management Score Score:

Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

Project Management Score Score:

Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

Emotional Intelligence Score Score:

People Management

Project Management

Emotional Intelligence



Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

Strategic Thinking Score Score:

Skill Category Key Competency Self-Rating (1-5) 

Leadership Team Motivation

Vision Setting

Decision Making

Operational Knowledge Score Score:

Strategic Thinking

Operational Knowledge

Use the following ranking system to help you evaluate your current skill competencies and where you need growth.


Ranking Your Total Skills Assessment Score

Score 18-42:  

Skills Development Needed

Score 43-66:  

Upskilling Opportunities Available

Score: 67-90:  

High Proficiency



Step 2:  
Identify Development Priorities

Step 3: Create SMART Goals

Once your self-assessment is complete, focus on 3-5 key competencies where improvement will make the biggest 

difference in your role. Choose areas that align with your job responsibilities and personal growth goals.


Prioritize competencies that will have the greatest impact on your performance and prepare you for future challenges.


Here’s and example:

For each chosen competency, develop SMART goals—Specific, Measurable, Achievable, Relevant, and Time-bound—to 

provide clarity and structure to your plan.


Write specific and actionable goals for each focus area to guide your efforts.

Example SMART Goals�

"Within the next 3 months, I will delegate at least 30% of my current workload by using the 

I’ll track this progress and seek feedback from my team biweekly.�

 "Complete a conflict management course in 60 days and apply at least three techniques in 

real workplace scenarios.�

 "Use the  daily for the next four weeks to improve productivity and 

minimize task-switching."

� Delegation: 

� Conflict Resolution:

� Time Management:

Eisenhower Matrix. 

Pomodoro technique

Key Competency Current Level Target Level

Delegation 2 (Intermediate) 4 (Expert)

Time Management 1 (Beginner) 3 (Advanced)

Conflict Resolution 2 (Intermediate) 4 (Expert)

https://asana.com/resources/eisenhower-matrix
https://www.pomodorotechnique.com/


Step 4: Choose  
Development Activities

Step 5: Tracking and Reflection

Select activities and resources that directly align with your SMART goals. This step bridges the gap between planning  

and action.


Schedule each activity, set deadlines, and identify resources you’ll need to succeed.

Regularly monitor your progress to stay on track and make adjustments as necessary. Use a tracking sheet  

to document milestones, challenges, and next steps.


Reflect weekly, review monthly, and document lessons learned to refine your approach.


Example Tracking Sheet:

Key Competency Current Level Timeline
Resources 
Needed

Delegation Attend a delegation 
workshop

1 month
Online course, 
mentorship

Time Management Use Trello for  
task tracking

Ongoing
Access to Trello 

or similar tool

Conflict Resolution Read Crucial Conversations and 
practice role-play scenarios 2 months

Book,  
peer support

Competency Progress Made
Challenges 
Faced

Next Steps

Delegation Delegated 20%  
of tasks

Struggled  
with follow-up

Improve task 
tracking

Time Management Increased  
focus

Frequent 
distractions

Set designated 
focus hours

Conflict Resolution Applied one  
technique

Need more  
real scenarios

Seek mentorship  
for practice

https://trello.com/
https://www.amazon.com/Crucial-Conversations-Talking-Stakes-Second/dp/0071771328


Step 6: Communicating Progress  
to Stakeholders

New Manager Development  
Plan Template

It’s important to share your progress with leadership or mentors. Keeping them informed ensures alignment and can 

open doors to additional support.

How to Communicate Progress�

� Highlight milestones achieved (e.g., “Successfully delegated 30% of tasks over three months”)�

� Share tangible outcomes (e.g., “Improved team productivity by 15%”)�

� Discuss future development needs and seek feedback for continued improvement.

Here’s a simple template you can use to organize your plan�

 Evaluate current skills and set target levels�

Write clear, actionable goals for each focus area�

 List the actions, resources, and timelines for achieving your goals�

 Monitor your progress and address challenges�

 Record feedback and refine your plan�

 Reflect on what you’ve accomplished and identify your next steps.


�� Self-Assessment:

�� Development Goals (SMART Goals): 

�� Development Activities:

�� Progress Tracking:

�� Feedback & Adjustments:

�� Final Review:

Example Format:

Key Competency Current Level Target Level

Delegation 2 (Intermediate) 4 (Expert)

Time Management 1 (Beginner) 3 (Advanced)

Conflict Resolution 2 (Intermediate) 4 (Expert)



Activities for Upskilling New Managers
Incorporating activities into learning boosts engagement and improves retention by  

turning abstract concepts into real-world experiences. Active participation helps solidify 

knowledge, making it easier to recall and apply later. Diversifying learning methods—such  

as hands-on practice, group discussions, and self-reflection—keeps the experience fresh  

and ensures a deeper understanding, catering to different learning styles and needs.


Here are some suggested activities to help you be a better manager in each  

core competency.

Leadership Activities

Active Listening


Vision Setting


Practice Focused Listening Exercises:

Join an Active Listening Workshop:

Participate in Role-Playing Scenarios:

Self-Reflection Journal:

Shadow an Experienced Leader:

Develop a Team Vision Statement:

Practice Strategic Planning: 

Join Strategic Leadership Seminars:

Analyze Business Case Studies:

 Spend conversations focusing fully on the speaker  

without interrupting. Summarize what they said to confirm your understanding.


 Learn techniques to improve listening skills, such as asking  

open-ended questions and reading non-verbal cues.


 Practice active listening in simulated workplace situations  

and get feedback on your responses.


 After key conversations, reflect on how well you listened and identify  

areas for improvement.


 Observe how seasoned managers motivate their teams and  

adapt their best practices to fit your leadership style.

 


 Collaborate with your team to define a shared vision that  

aligns with the company’s mission and goals.


Work on creating quarterly or annual goals that reflect your  

team’s vision and contribute to the broader organizational strategy.


 Gain new insights into crafting and communicating a  

compelling vision for your team.


 Study real-world examples to see how successful leaders  

set and achieve their vision, and apply those lessons to your work.



Decision Making


Participate in Scenario-Based Role-Playing:

Take a Data-Driven Decision-Making Course:

Use a Decision Matrix:

Hold Feedback Sessions:

 Practice making decisions under pressure with 

simulations that reflect real-world challenges.


 Learn how to analyze and use data effectively to 

make informed and confident decisions.


 Develop a structured approach to decision-making by evaluating and 

prioritizing options for a current challenge.


 Ask peers or mentors for input on recent decisions to reflect on outcomes 

and  improve your future judgment.

Active Listening


Giving Constructive Feedback


Practice Focused Listening Exercises:

Join an Active Listening Workshop:

Participate in Role-Playing Scenarios:

Self-Reflection Journal:

Follow the Feedback Framework:

Role-Play Feedback Conversations:

Take a Feedback Skills Course:

Observe Feedback in Action:

 Spend conversations focusing fully on the speaker without 

interrupting.  Summarize what they said to confirm your understanding.


 Learn techniques to improve listening skills, such as asking  

open-ended questions and reading non-verbal cues.


 Practice active listening in simulated workplace situations  

and get feedback on your responses.


 After key conversations, reflect on how well you listened and identify  

areas for improvement.

 


 Use structured feedback models like the SBI (Situation-Behavior-

Impact) model to deliver clear and actionable feedback.


 Practice giving feedback with a partner or mentor, focusing  

on staying objective and solution-oriented.


 Learn how to deliver constructive feedback that motivates 

improvement while maintaining positive relationships.


 Watch experienced leaders give feedback and take notes on their 

approach and tone.

Leadership Activities (Continued)

Communication Development Activities



Conflict Resolution


Participate in Conflict Management Simulations:

Take a Conflict Resolution Course:

Read Crucial Conversations:

Debrief Past Conflicts:

 Engage in realistic scenarios where you practice  

resolving workplace conflicts and balancing different perspectives.


 Build skills for managing disagreements with confidence and 

learn  strategies for de-escalation and finding common ground.


 Learn tools for handling high-stakes conversations with ease and 

improving  outcomes in difficult discussions.


 Analyze previous workplace conflicts, focusing on what went well, what 

didn’t, and how  you could improve your response in future situations.

Coaching


Delegation


Attend a Coaching for Managers Workshop:

Practice Real-Time Coaching:

·Role-Play Coaching Scenarios:

Self-Assessment and Reflection:

Use the Delegation Matrix: 

Participate in a Delegation Skills Training:

Delegate and Debrief:

Shadow Experienced Managers:

 Learn coaching techniques like active listening, asking 

powerful questions, and guiding employees toward their own solutions.


 Schedule weekly coaching sessions with team members to help 

them set goals, solve challenges, and reflect on progress.


 Work through common coaching situations to build your 

confidence and adapt  your approach to different employee needs.


 After each coaching session, evaluate what worked well and  

what could  be improved to enhance your coaching skills.

 


Identify tasks you can delegate based on employee skills and interest, 

focusing on growth opportunities.


 Learn strategies for identifying the right tasks to 

delegate, setting expectations, and following up effectively.


 Assign a task to an employee, then meet afterward to discuss what  

went well, what was challenging, and how to improve the process.


 Observe how successful leaders delegate tasks and 

responsibilities, and note how they provide support while encouraging autonomy.

Communication Development Activities (Continued)

People Management Development Activities



Employee Development


Create Individual Development Plans (IDPs):

Offer Stretch Assignments:

Organize Peer Learning Sessions:

Attend Employee Development Seminars:

 Work with each team member to set short- and  

long-term goals, and identify the resources and support they need to achieve them.


 Give employees opportunities to take on new challenges that help  

them develop skills outside their current roles.


 Encourage employees to share skills and experiences with  

each other through structured learning sessions.


 Gain insights on building a culture of continuous  

growth and how to support career development within your team.

Goal Setting


Prioritization


SMART Goals Workshop: 

Participate in Goal Alignment Exercises: 

Role-Play Performance Planning Sessions:

Use a Goal-Tracking Tool:

Time Management Matrix Exercise (Eisenhower Matrix):

Scenario-Based Prioritization Training:

Attend a Decision-Making and Prioritization Course:

Weekly Planning Reflection:

Learn how to set Specific, Measurable, Achievable, Relevant, and  

Time-bound goals for yourself and your team.


Work with your team to align individual goals with 

organizational objectives for greater clarity and impact.


 Practice setting goals with employees in a  

simulated session to refine your approach and communication.


 Familiarize yourself with tools like Asana or Monday.com to  

monitor progress and adjust goals as needed.

 


 Practice sorting tasks into categories 

based on urgency and importance to prioritize effectively.


 Work through real-world business scenarios to prioritize 

tasks and projects under time constraints.


 Build skills in assessing competing demands 

and choosing the  right focus for maximum impact.


 Set aside 30 minutes each week to review priorities, adjust timelines, 

and plan for upcoming tasks.

People Management Development Activities (Continued)

Project Management Development Activities



Time Management


Pomodoro Technique Practice Session:

Time Audit Exercise:

Take a Time Management Skills Course:

Implement Daily Planning with Task Management Tools:

 Learn and apply the Pomodoro method to improve focus 

and productivity through structured work intervals.


 Track your time for a week to identify distractions and find ways to optimize 

your daily schedule.


 Build skills for organizing tasks, managing deadlines, and 

reducing procrastination.


 Use tools like Trello or Todoist to plan 

and prioritize tasks, keeping your workload manageable.

Self-Awareness


Empathy


Emotional Intelligence Assessment:

Self-Reflection Journal:

Mindfulness Training:

Feedback 360 Exercise:

Active Listening Practice Sessions:

Empathy in Action Workshop:

Role-Playing Emotional Scenarios:

Read Empathy-Focused Literature:

 Take an EQ (Emotional Quotient) assessment to understand 

your emotional strengths and areas for improvement.


 Keep a daily journal to reflect on your emotional reactions, identifying 

patterns and triggers.


 Participate in mindfulness exercises to improve your focus and awareness  

of emotions in real time.


 Gather feedback from peers, managers, and direct reports to gain insight 

into how others perceive your behavior and reactions.

 


 Focus on understanding the perspectives and feelings of others 

in structured listening exercises.


 Participate in a workshop that helps you recognize and respond to 

emotional cues in the workplace.


 Practice responding to emotionally charged situations in a  

way that demonstrates empathy and understanding.


 Books like The Empathy Edge or Dare to Lead can deepen  

your understanding of how to practice empathy in leadership.



Project Management Development Activities (Continued)

Emotional Intelligence Development Activities



Resilience


Resilience Building Workshop:

Stress Management Techniques Training:

Case Study Analysis:

Create a Personal Resilience Plan:

 Learn strategies for managing stress, overcoming setbacks, and 

staying focused during challenges.


 Practice techniques like deep breathing, visualization,  

and progressive relaxation to reduce stress.


 Review case studies of leaders who demonstrated resilience and discuss 

strategies they used to recover from setbacks.


 Identify your top stressors and coping mechanisms, and set  

goals for building resilience over time.

Problem Solving


Critical Thinking


Problem-Solving Simulation:

Root Cause Analysis Workshop:

Collaborative Brainstorming Session:

Case Study Discussions:

Critical Thinking Skills Course:

Scenario-Based Decision Exercises:

Socratic Questioning Practice:

Daily Critical Thinking Journal:

 Participate in real-world business scenarios to practice identifying 

problems, analyzing root causes, and proposing solutions.


 Learn how to use tools like the 5 Whys and Fishbone Diagrams  

to dig deeper into complex problems.


 Engage in group brainstorming to generate creative solutions 

and evaluate their feasibility.


 Analyze case studies of organizational challenges and discuss how  

different solutions were implemented successfully.

 


 Enroll in a course focused on improving your ability to analyze 

information, evaluate evidence, and make sound decisions.


 Practice making decisions in uncertain situations to strengthen 

your analytical reasoning.


 Use the Socratic method to challenge assumptions and develop 

deeper, well rounded solutions.


 Reflect on daily decisions, analyze your thought processes, and 

identify ways to improve your reasoning skills.

Emotional Intelligence Development Activities (Continued)

Strategic Thinking Development Activities



Change Management


Change Management Simulation:

Attend a Change Management Certification Program:

Stakeholder Analysis Exercise: 

Post-Change Reflection Session: 

 Experience managing a change initiative in a simulated 

environment to practice handling resistance and driving adoption.


 Learn structured frameworks such as  

Prosci’s ADKAR mode to plan and implement change effectively.


Practice identifying key stakeholders, assessing their influence,  

and developing strategies for gaining their support.


Analyze past change initiatives, focusing on lessons learned  

and areas for improvement.

Problem Solving


Critical Thinking


Problem-Solving Simulation:

Root Cause Analysis Workshop:

Collaborative Brainstorming Session:

Case Study Discussions:

Critical Thinking Skills Course:

Scenario-Based Decision Exercises:

Socratic Questioning Practice:

Daily Critical Thinking Journal:

 Participate in real-world business scenarios to practice identifying 

problems, analyzing root causes, and proposing solutions.


 Learn how to use tools like the 5 Whys and Fishbone Diagrams  

to dig deeper into complex problems.


 Engage in group brainstorming to generate creative solutions 

and evaluate their feasibility.


 Analyze case studies of organizational challenges and discuss how different 

solutions were implemented successfully.

 


 Enroll in a course focused on improving your ability to analyze 

information, evaluate evidence, and make sound decisions.


 Practice making decisions in uncertain situations to strengthen 

your analytical reasoning.


 Use the Socratic method to challenge assumptions and develop 

deeper, well rounded solutions.


 Reflect on daily decisions, analyze your thought processes, and 

identify ways to improve your reasoning skills.

Strategic Thinking Development Activities (Continued)

Operational Knowledge Development Activities
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