UKG PDP Module

User Guide

The Personal Development Plan (PDP) is our tool to help our team members develop the skills and competencies
needed to be successful in their current roles or prepare them for future growth opportunities.

At Holiday Inn Club Vacations, we utilize the PDP module inside UKG. This module helps keep track of all
development goals for our team members. This guide explores how to use this module for your team members
development.

Accessing the PDP Module

The Personal Development module in UKG can be found under the “Career & Education” section of the UKG menu
for your team member.
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supports the team member’s overall development toward a larger goal such
as a promotion. Team members can have more than one plan at a time, but
remember to set realistic and achievable goals.

1. Click on“Add a Plan”
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2. Enter the details of the plan including:
The name of the plan What would you like to accomplish?
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Building Partnerships. In the sr. Manager role, it's critical to be able to navigate meetings
with internal and external partners while building trust and rapport.

For this plan, which skills and competencies will you work on?
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Personal Development
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On the next page, we’ll provide recommendations for courses and training that could help
you develop the skills and competencies entered here.

When do you think you can complete this plan?
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There are no plans to display.
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Competencies

When creating a plan for your team member, consider what their overall development goal is and where they
are in the 9-box. If the team member is in the top three boxes of the 9-box they are considered first as potential
successors. When creating a plan for a successor, remember to focus on competencies for the succession role or
the role they'd be stepping into!

Team Member/ Leader of Functional Senior Sales Sales
Professional People Leader Leader Representatlve Manager
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Adding a Tasks to a Plan

Once you've identified a skill or competency for the plan, it’s time to select learning strategies to help your team
member achieve the goal. A balanced plan contains a variety of learning strategies that don’t depend on one
type of experience. It's recommended that a blend of activities including formal, social, and practical application
are selected to create a well rounded plan.
Improve ability to build partnerships
1. Inthe Plan Details page, enter the task or action
your team member will be responsible for
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Complete or Edit Tasks

As your team member finishes the items listed on their plan,
either you or the team member can mark tasks as complete and
view completed tasks.

Improve ability to build partnerships

1. Navigate to the PDP module and click on the
plan title

2. To complete a Task, check the box next to it

3. To edit or delete a Task, hover your mouse
over the task. Click the pencil icon to edit the
Task or the “x”icon to delete the task
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