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TSA Career Plan

	Employee’s Name:
	     
	Position Title, Series & Pay Band:
	     

	Supervisor’s Name:
	     
	Position Title & Series:  
	     
	Office:       
	


	Competency (Skill Area) to be Developed
	Desired Outcome(s)
	Developmental  Activities

	Date Approved
	Date & Reason for Revision
	Date Completed
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Instructions for Completing the TSA Career Plan 

 Visit the TSA Career Toolbox for additional information about TSA position descriptions, competencies, developmental activities and other tools and resources to help you plan your career and prepare a TSA Career Plan.

Competency to be Developed:  What competencies (skill areas) would you like to work on to strengthen performance in your current position or to help you prepare for desired collateral duties or another TSA position?  A typical TSA Career Plan includes 1 to 3 competencies where career growth is desired.   Lists of TSA competencies and related developmental activities are available in the TSA Career Toolbox that can be accessed from the “Employee Services” page of the TSA Intranet or from the TSA internet at www.tsa.gov by clicking on “Join Us” and then “Our Benefits”.

Desired Outcome(s)/Goals:  What behavior change or goal do you hope to accomplish by completing a developmental activity or activities related to this competency?  

Development Activities:  What specific learning activities will help you meet your desired outcome?  How will you demonstrate what you have learned?  
Note:  The TSA Career Toolbox  has lists of potential developmental activities associated with each competency. The TSA Career Planning Guide also has a link to a list of developmental activities. The actual developmental activities that you decide to list on your TSA Career Plan will be specific to your unique situation.  Required/mandatory OLC courses should not be replicated on this form.  All requests for professional development funds (where applicable) including estimated cost of the training should be discussed with your supervisor and documented on this form in the Developmental Activities section. 
Date Approved:  List the date that each developmental activity on your TSA Career Plan is approved by your Supervisor.

Date and Reason for Revision:  Document any changes to your original TSA Career Plan.  For example, if one of the developmental activities you originally listed can not be accomplished, you may want to substitute an alternate activity.  Discuss substitutions with your supervisor. 
Date Completed:  As each activity is completed, list the completion date on your TSA Career Plan.

Signatures:  Employee signature indicates that the TSA Career Plan has been discussed with the supervisor. Supervisor signature indicates that the TSA Career Plan has been discussed with the employee and that the desired outcomes and developmental activities are consistent with TSA’s mission and goals.    Review dates and the initials of employee and supervisor are recorded each time a progress review session is held.   The supervisor or employee may also decide to schedule additional meetings during the year to discuss progress with achieving TSA Career Plan developmental objectives.  The employee keeps the original form and provides a copy for the supervisor.  

The TSA Career Plan will not be used as a means to formally assess the individual’s performance and will not be used for human capital decisions (e.g., promotion).  It does not replace the performance evaluation system to determine competency level, within band increases, promotions, awards, etc.   The purpose of the TSA Career Plan is professional growth, not appraisal.
Sample TSA Career Plan 
Employee’s Name:   
Ima Employee


Position Title, Series & Pay Band:  HR Specialist, SV-201-H

  


Supervisor’s Name:  Ima Supervisor

Position Title & Series:  Deputy Director, SV-201



Office:  OHC/BMO
	Competency (Skill Area) to be Developed
	Desired Outcome(s)/ Goals
	Developmental  Activities
(include any applicable costs)
	Date Approved
	Date & Reason for Revision
	Date Completed

	1)  Oral Communication


	Learn how to, and make, clear and convincing oral presentations by September 1, 2012, and track progress using audience surveys after each presentation.
	Join Toastmasters, and attend at least 2 meetings every 3 months; keep a log of group member feedback on my presentations; write a summary within 10 days after each meeting; and make an oral presentation to my Rating and Reviewing Officials within 20 days after each meeting.
	
	
	

	
	
	
	
	
	

	

	2)  Time Management


	Learn how to allocate my time more effectively and concentrate on the most important priorities; and measure overall improvement by August 31, 2012 using oral and written feedback from my supervisor.


	Take OLC course: Your Time and You, COURSE-TSA-PD-YOURTIME-SKSFT, 5 hours; write a brief summary of 1-2 pages identifying 3-5 time management areas that can be improved, and the steps I will take to make those improvements, within 30 days of course completion. Follow-up with documentation about my improvement results for each step by March 31, 2012 and again by August 31, 2012.
	
	
	

	
	
	
	
	
	

	

	3)  Flexibility


	Learn how to be more open to change and new information, and improve my perspective and responses to new conditions and unexpected obstacles in the workplace by March 31, 2012; and track my progress during monthly meetings with my Rating Official.
	Take course: “Change at Work” at Howard Community College (January-March 2012), and successfully complete all assignments and assessments.  Provide a syllabus and completion certificate to my Rating Official, along with a 1-2 page summary of the “best practices” I learned during the course.
	
	
	

	
	
	
	
	
	


Employee’s Signature & Date





Mid-Year Review / Employee Initials





End-of-Year Review / Employee Initial





Supervisor’s Signature & Date





Mid-Year Review / Supervisor’s Initial








End-of-Year Review / Supervisor’s Initial








