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Purpose: 

This SOP outlines the procedures and guidelines for implementing employee career development 
initiatives within the organization. The objective is to support employees in achieving their professional 
goals, enhancing job satisfaction, and fostering talent retention. 

Procedure:  

Identifying Career Development Opportunities 

1. Performance Review process- there are discussion questions about career development on the 
Annual Performance Review form. During that discussion, the employee will identify areas they 
want to develop in and areas for training and growth.  For simple training and development, this 
identification may be enough to achieve the development desired. Managers may also identify 
areas needed for career development during this process.  

2. Succession Planning- Leadership may identify high-potential employees and create succession 
plans to prepare them for future leadership roles within the organization.  This would include 
providing targeted development opportunities and experiences to groom successors for key 
positions. 

3. Career Ladders 
i) Crain has created Career Ladders that identifies possible advancements as well as detailed job 

descriptions for each job within the company. These are housed on the Crain Portal.   
ii) These resources define knowledge, skills and essential functions for each role. Employees 

and managers can use these resources to select areas where development is needed or 
opportunities are needed for the employee to advance to the next position.  

B. Creating Career Development Action Plan  
1. Employees interested in development will complete a Career Development Goal Worksheet- this 

worksheet guides the employee and manager to the action steps and resources to achieve the 
development goals of the employee.  

2. Employee and Manager will meet periodically to review the Career Development Goal 
Worksheet to check in on progress and adjust action items as needed.  The manager may need to 
create opportunities for the employee to learn or get exposure to tasks or situations.  
Accountability is important from the employee and the manager to achieve the action items.   

3. The Career Development Goal Worksheet also gives examples of Training and Development 
resources that can help.   

4. Overall, Career Development is individualized for each employee and is to be driven by the 
employee with thorough support from the manager.   


