Goals 

Developing your Personal and Professional Action Plans
To set goals:



•  Select five to six key areas to improve upon



•  Set measurable goals



•  Begin with infinitive verb (for example: “to reduce, to finish”) 



•  Include a completion date 

Samples:  

To improve my public speaking skills by passing a speech class by January 2003 (or an ESL 

English Pronunciation Improvement class such as ESL 74AB, 75AB, 76 AB, 78, 79, etc.).

To reduce my weight from 150 to 130 by losing 5 pounds per semester for the next 4 semesters.

To improve my physical endurance by exercising 4 times a week for 1 hour, starting today and 

reassessing quarterly.

To demonstrate math competency by taking the math practice test each week until I can pass it 

with a score of 90% or better: target date--3 months.

To prepare myself for a position with the airlines by completing the Associate of Science Degree 
in Flight Attendant within the next two years.
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