
Supporting Staff 
Career Planning 

 
Lunch Box Session for Supervisors of Professional Staff 



Today’s session will cover: 

Benefits of career planning for 
staff 

Resources and support 

Preparing for a career planning 
conversation 

Helpful tips 



Benefits of Career Planning 
for Staff 
Career planning helps staff to own the progression of their 
career through a guided process that encourages: 
 Reflection on and identification of career aspirations 
 Identification of opportunities for development and 

knowledge growth 
 Strengthening of skills and capabilities for future roles 
 Working to a clear plan and reflection on progress 



Career Planning Process 
While career planning 
can be done at any 
time, it often tends to 
follow a PRP 
conversation. 

An optional career 
planning step is built 
into the PRP process. 



Career Planning Step by Step 

STEP 1 

Staff member 
reflects on their 
aspirations and 
complete a self-

assessment exercise 

STEP 2 

Staff member 
initiates meeting 

with supervisor and 
prepares for the 

career conversation 

STEP 3 

Staff member and 
supervisor meet and 

discuss, staff 
member records 

career plan 

STEP 4 

Staff member puts 
plan into action, 

refers back to plan 
from time to time to 
reflect on progress – 

and may check in 
with supervisor 



• Recent enhancements to the PRP Form 

– Part C of the PRP Form is an optional Career Plan 

– Completed by the staff member during or after the career 
conversation 

– Staff member records career goals, development needs/gaps, actions 

• Recent enhancements to the PRP Conversation Guide 

– Appendix 2: Career Planning Self-Assessment for Staff 

– Appendix 3: Career Coaching Tool for Supervisors 

How-to, resources and support 



The CDF can also help staff in career planning, 
by showing the expectations and behaviours at 
the different achievement levels. 

This can assist in understanding what is 
expected in potential future roles, and in 
identifying development activities with 
supervisor guidance. 

 

More information on the CDF can be found at: 
www.acu.edu.au/CDF  

 

 

 

How-to, resources and support (continued) 

ACU’s Capability Development Framework 

http://www.acu.edu.au/CDF


How-to, resources and support (continued) 

Career Planning 
Self-Assessment: 
 
(Conversation Guide for Staff) 

 



How-to, resources and support (continued) 

Career Coaching Tool 
for Supervisors: 
 
(Conversation Guide for Supervisors) 

 



How-to, resources and support (continued) 

Career Plan: 
 
(PRP Form, Part C) 

 



Adult learning model: 70:20:10 



Preparing for a career conversation 
• Prepare for the conversation by reflecting on the Career Coaching Tool for 

Supervisors 
• Provide constructive feedback using specific examples/options 
• Be a good listener and provide examples of your experiences 

• Assist staff to accelerate learning through:  
– Projects/secondments/cover for others whilst on leave 
– ACU Professional Development Program 
– External Courses 
– Mentoring opportunities 
– Encourage your staff to read up on what is happening in the sector / 

subject matter 
 



Some Career Coaching Web  
Resources 
• Helpful online Videos 

– Coaching and the GROW Model 
– The GROW Model in Action 
 

• GROW Model Questions 
– List of additional coaching questions for GROW 

Model 
 

https://www.youtube.com/watch?v=xNLRo3jWPcg
https://www.youtube.com/watch?v=6f3X2PEsV-Q
https://www.thebalance.com/coaching-questions-for-managers-2275913
https://www.thebalance.com/coaching-questions-for-managers-2275913


Final Comments 

• Familiarise yourself with PRP Conversation Guide for 
Supervisors and the new tools 

• Be open to having a career conversation with the staff 
member if initiated by them 

• Provide realistic feedback and expand options if needed 

• Take an active interest in their progress 



Any Questions? 
 

(Also contact the HR Advisory Service on x4222) 
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