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Asking your employer to fund your Professional Development

What are you hoping to achieve
in your career?

Your employer may ask you to complete a professional development plan, or
you may wish to manage your performance on your own. When considering
your professional development, reflect on your own strengths, experiences
and skills and think about how any knowledge or skills gaps can be
improved in the short, medium and long term. Ask yourself these three
questions:

1. Where am I?
2. Where do | want to be?
3. How will | get there?

This activity is ongoing, and you will continuously need to reflect and update
your goals and visions for the future.

Do your research

You've identified your goal(s) and you've found the perfect course to
tackle it. Take the time to research the course you're interested in. You
will have our website, brochures and enrolment advisors at your
disposal. Ensure you have working knowledge of the following aspects:

(% Cost

X Duration

&/ Time commitments

@ What the course is about

(@ Learning outcomes
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Asking your employer to fund your Professional Development

How will your business
benefit?

Whilst companies are happy for their employees to complete courses
for professional development purposes, they also like to know how it
will benefit the business. Here are some bonuses to your employer for

you to consider:

- Learn new ideas and cutting-edge approaches to stay ahead of the
competition

- Add specialist skills and knowledge to the company workforce

- Reduce the need for outsourcing and recruitment

- Improve employee retention, happiness and productivity

Prepare to discuss how you'll apply what you learn to your job.
Relate program benefits to specific company business goals. What
immediate benefits can your company expect?

Prepare a business case

Now that you've done your research, and thought about the benefits to yourself
and your company, you're ready fo initiate the conversation with your manager.
Be clear and concise - sum up your reasons for wanting to attend the course and
the benefits it offers.
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Asking your employer to fund your Professional Development

Professional Development

Course Name
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Asking your employer to fund your Professional Development

Funding request email template

Hi [Name of your manager],
| hope your day’s going well.

I've been researching professional development courses to [insert your goal here].
| wanted to let you know that | recently came across an intriguing programme that
aligns with many of my goals and interests: Cambridge Advance Online’s

[insert course title here].

This course stood out to me because of [explain why this course interests youl].

| believe it would help me [explain one or more specific benefits for your company
and/or team]. I'd also enjoy learning more about [reference any course specifics]
and think this would be a great way to do so.

Does [Name of your Company] provide funding for professional development
opportunities like this? | wasn’t sure but wanted to ask before | move forward.
If it's possible to be reimbursed for the program, I'd love to discuss.

Here are some of the course specifics:

Start date:

Duration:

Cost:

Link with more information:

Are you available to discuss more sometime in the next week? Let me know what
works for you.

All the best,
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