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PERSONAL PORTFOLID - SECTION 1 - ERSONAL INFORMATION AND RECORDS - UNE 2006

Job Descriptions and Objec

“This section will hold coples of your various job
descriptions, detalls of the skils required and your
objectives. These will provide mportant information
about your roles, responsibilfties and skills. You may
Wish 10 Use the template below to summarise your
progress n terms of what you have achieved against
your objectives.

Date/ Employer
Work Role Responsibites

“This will provide a useful record of your career to date
and provide employersipotential employers with 2
sound insight into the levels of responsibilty you have:
taken on across your career. 1twil also help you to
update your CV.

Detalled guidance on how to produce job descriptions
and person specifications can be found on the FSD
website (www:fsdnetwork.com). A more detalled case
study including a job description and a person
specifcation can be found In Section Four of the
Portfolo.

Evidence of Success Key Skils




Personal Development Planning
- Plan


	Learning need

	Relevant KSF

dimension or

finance competence
	Activity what will I do)
	By whom/

how/

funding?
	Target

completion

date
	Measurable outcomes – how will you know that the activity has been effective?
	Priority*



	     
	     
	     
	     
	     
	     
	 


   *   1-Desirable for the individual   -   2-Mandatory   -   3-Essential for the role   -   4-Desirable for the organisation
The PDP format below is consistent with that required


by the KSF. The guidance sheet on the previous page


will help you to complete it. You may also find it


useful to consult Section Two of the Portfolio for


further details about the KSF and the Finance


Technical Competencies. In addition, Section Three of


the Portfolio contains useful ideas for training


activities to help you to develop your ability to meet


the standards. You will also be able to access details


of additional training and development provision


through your local finance and HR departments.





Your PDP may also be completed on-line using the


e-KSF tool. Your manager will need to access this


through your local HR department.


Section Four of the Portfolio contains an example of a


completed PDP.


Your PDP may also be completed on-line using the


e-ksf tool which will allow you to access the KSF and


the Finance Technical Competencies.











Include here any agreed learning needs to help with the current job - together with any longer term learning required to support career progression
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