Forecast Human Capital Needs
Step One

Identify your department’s long-range goals and objectives based on your strategic plan.  For every goal and objective analyze the functions that will be required to achieve the strategy.  A function may be described as a business process, support, or service.  This review should be completed and the plan revised annually.  Consider both functions to be added, functions that will require changes to roles or skill sets, and functions to be retired.  
	Strategic objective/goal
	Function(s) required to achieve
	Timeframe when resource will be needed

	
	
	

	
	
	


Step Two
Based on predicted capacity requirements for the above functions and the future timeframe you choose to select (recommend 12 month, 24 month, 36 month projections), asses the FTE count required to perform the function for the organization. A process may be defined as a business process such as e-verify.
	Roles to fulfill each new function
	Process 1
	Process 2
	Process 3

	Role 1
	
	
	

	Role 2
	
	
	

	Role 3
	
	
	

	Role 4
	
	2
	

	Role 5
	
	
	


Step Three (if not applicable, go to Step Four)
Formulate new skill set descriptions for any roles that did not previously exist in your organization:

	Role
	Competency
	Skill Set

	Role 1
	Competency 1
	Skill Set 1

	
	Competency 2
	Skill Set 2

	
	Competency 3
	Skill Set 3

	Role 2
	Competency 4
	Skill Set 4

	
	Competency 5
	Skill Set 5

	
	Competency 6
	Skill Set 6


Step Four

Identify retirements or other likely staff attrition changes based on the report from ER/HR and other environmental factors:

	Staff member
	Likely event
	Likely timeframe

	Employee 1
	
	

	Employee 4
	
	

	Employee 8
	
	


Step Five
Merge the projected requirements for your earliest scenario and likely attrition information into the current operating requirements for your organization:
	Roles to fulfill each function in the unit
	Process 1
	Process 2
	Process 3
	Process 4
	Process 5
	Process 6
	Process 7
	Process 8

	Role 1
	
	
	
	
	
	
	
	

	Role 2
	
	
	
	
	
	
	
	

	Role 3
	
	
	
	
	
	
	
	

	Role 4
	
	
	
	
	
	
	
	

	Role 5
	
	
	
	
	
	
	
	


Step Six
Compare new requirements with existing staff roles and skills:

	Role
	Staff fulfilling role
	Actions required in next 12 months

	Role 1
	Employee 1
	

	
	Employee 2
	

	Role 2
	Employee 3
	

	
	Employee 4
	

	
	Employee 5
	

	Role 3
	Employee 6
	

	Role 4
	Vacant
	


Step Seven
Implement the plan!
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