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SHOW NOTES 
Tips on Creating a Career Development Plan 
Randy Clinch, DO, MS 

Why focus on this topic? 

• Creating such a plan is important but not urgent and, given that it is important but not 

urgent, it is frequently not prioritized during our daily work. 

What is a Career Development Plan? 

A Career Development Plan (CDP) is a roadmap for your career success, one 

that is created by you with input from one or more mentors and your 

department chair. Your CDP is a forward-thinking process that helps you 

consider your desired future state, develop milestones to reach that state, and 

includes a timeframe that may stretch out beyond one year. 

There are 3 common processes that are important in your career planning 

and review and they serve different purposes: 

• Career Development Plan - this facilitates long-term career planning and development and, as I 

mentioned, is done in conjunction with one or more mentors or advisors. The CDP is a forward-

thinking process of considering a future state, developing milestones, and considering a timeframe 

that may stretch out beyond one year 

• Annual Performance Review - this is done with your direct supervisor, such as your department 

chair, and sets annual performance goals and effort allocations, looking back on the performance 

over a year and planning ahead over about the same period of time 

• Peer review for promotion and tenure - this involves reviewing specific stages in your career 

advancement associated with long-term institutional commitment or advancement in academic 

rank and is either done with your direct supervisor or a departmental committee. 

• Creating a Career Development Plan involves the following steps*: 

o Reflection 

o Self-assessment 

o Goal setting 

“You are the CEO of 

your own career and 

life. No one will care 

more about your 

career than you do” 
 

Randy Clinch, DO, MS 
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o Benchmarking 

o Effort allocation 

o Obtaining advice 

*From the Department of Microbiology at the Kansas University Medical Center 

Note: It is critical in the creation of your CDP, however, that you obtain input from a mentor or trusted 

colleague who can act as an advisor as well as from the person who is responsible for your effort allocation 

(your department chair, division head, etc.). 

• Consider the specific expectations you have of your mentor or colleague and the type of skills and 

level of commitment you desire. 

• Thinking through this will help the person you're going to ask so that he/she will have an idea 

about the amount of time they'd be willing to invest in you. 

 

Begin the Reflection Step by considering the following questions: 

• What do you value in terms of your way of life? 

• What are you driven to accomplish as an academic scientist, educator or administrator? 

• Is it time to begin doing something new or stop doing something that no longer rewards you? 

• Does the way in which you are allocating your time and energy align with your values and goals? 

• Have you seriously evaluated your own professional strengths and areas that need improvement as 

a means of improving your likelihood of success? 

• Are your goals achievable? 

• Have you had conversations with others about your career direction or the changes in direction 

you would like to accomplish? 
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 Faculty Member  
Mentor or Colleague 

Advisor  
Department Chair  

Step 1  

Self-assessment of 

skills and current 

status  

Review of skills self-

assessment  
--  

Step 2  Stating career goals  
Review goals and 

relevant benchmarks  
--  

Step 3  

Implement goals by 

specifying milestones 

and timelines  

Review plans for 

implementation and 

timelines  

Review with faculty 

member and mentor 

the implementation 

plan  

Step 4  

Annually review goals, 

progress toward goals 

and need for revisions  

Annually review 

revisions in goals and 

revised timelines  

Review goals and 

identify opportunities 

and resources  

 

Note: As you progress through creating a CDP, having your Annual Performance Review, and having a 

Peer Review for Promotion and Tenure, you should be hearing consistent messages about where to place 

your efforts and whether you're making appropriate progress. 

• If you’re not hearing a consistent message, discuss this with your Department Chair. 

There is a very useful Self-assessment form from Kansas University Medical Center that addresses 

the following areas: 

• Research skills 

• Teaching skills 

• Professional skills 

• Leadership and management skills 

• Interpersonal skills 

• Career planning 
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It’s time to take the step to develop your plan: 

• Use your Self-assessment to reflect on the skills in each category that would best assist you 

in becoming more successful at this stage of your career. 

• What are the goals you might set to achieve improvement in the areas you have chosen? 

• Which of these goals in each of the five categories will receive your highest priority? 

Select no more than 2 goals per category. 

• What will you do in the coming year to improve in each of these categories? 

• What might take more than a year for which you could set interim milestones? 

• What will be the measurable outcomes that indicate your goals have been achieved? 

• What timetables have you set for addressing these goals? 

• Remember to set SMART goals: Specific, Measurable, Achievable, Realistic, Time bound. 

It is important to consider looking at Benchmarks: 

• Understanding institutional expectations for promotion and tenure on the track you’re pursuing 

will help you know how to approach your goal-setting and your timeline to attain your goals. 

• Assess the typical skills, certifications, or criteria for positions of interest to you (e.g., course 

director, clinical division chief, assistant or associate dean, etc.) that will help you determine what 

additional training and resources you may need as you plan your CDP. 

Note: Prior to meeting with your mentor or colleague advisor, you will need to provide them with the 

following documents: 

1. Your updated curriculum vitae 

2. Your most recent annual summary of professional activities 

http://www.wakemeducation.com/
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3. Your proposed SMART goals for the upcoming academic or calendar year 

4. Your estimate of current and proposed short-term and long-term effort allocation 

Let's talk about your effort allocation or the sources of your salary support: 

• Spend some time thinking about the state of your current effort allocation and how you’d 

like to see that change in the near term and in the long term. 

• Once you’ve considered your effort, discuss your thoughts with your mentor/advisor and 

Department Chair. Be prepared to discuss specifically how you intend your effort 

allocation could change and why. 

• How well does your current and proposed effort distribution support the goals you have 

set for your future career vision?  

• What interim changes in effort might you make?  

• Keep the mission of your department and institution in mind as you consider how your 

career development supports those missions.  

• It is important to share your thoughts about this with your Department Chair. 

• Consider your current effort allocation, your Proposed short-term effort allocation and 

your Proposed long-term effort allocation across the categories of: 

o Teaching and teaching preparation 

o Research, scholarship and creative achievement 

o University Service 

o Leadership, Administration, National Service 

o Other 

 
 Associated Resources 

http://www.wakemeducation.com/
https://itunes.apple.com/us/podcast/facdev4me/id1458117126


www.WakeMeducation.com  FacDev4Me on Apple Podcasts Mar 1, 2020 

FacDev4me  6 

• The Department of Microbiology at the Kansas University Medical Center’s guide to a career 

development plan 

http://www.kumc.edu/Documents/microbio/Department%20of%20Microbiology%20Faculty%20I

DP%20Guide%20120214.pdf 

• Case Western Reserve School of Medicine Office of Faculty Development and Diversity 

https://case.edu/medicine/faculty-development-diversity/faculty-and-staff-

development/resources/career-development-plan 

 

http://www.wakemeducation.com/
https://itunes.apple.com/us/podcast/facdev4me/id1458117126
http://www.kumc.edu/Documents/microbio/Department%20of%20Microbiology%20Faculty%20IDP%20Guide%20120214.pdf
http://www.kumc.edu/Documents/microbio/Department%20of%20Microbiology%20Faculty%20IDP%20Guide%20120214.pdf
https://case.edu/medicine/faculty-development-diversity/faculty-and-staff-development/resources/career-development-plan
https://case.edu/medicine/faculty-development-diversity/faculty-and-staff-development/resources/career-development-plan

