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Workforce Planning - Introduction 

 
Workforce Plans are created and implemented to ensure that a business always has the optimal 
amount of team members, with the essential skills and knowledge, whenever required.  The main 
objectives of workforce planning include: 

 
• Ensure strategic business plans are supported by the proper workforce with the right skills, 

capabilities and capacity when required. 
• Foresee business challenges, due to excess or insufficient capacity in the workforce, and 

minimize their potential impact on business operations. 
• Forecast adjustments in the required workforce, based on expected changes in the 

business (new technologies, legislative changes, etc.). 
• Ensure that workforce plans are aligned with the organization’s strategic plan on a 

consistent ongoing basis. 
• Anticipate future needs so leaders can respond with recruitment, training and development 

of the necessary skills and capacity. 

• Optimize the costs and investments associated with the organization’s workforce to help 
drive the best possible financial returns. 

 
Creating a Workforce Strategy and Plan (4 Steps) 

 
The workforce planning process starts with an alignment session to determine and review the 
organization’s mission, strategic priorities, financial budgets and immediate resource allocations. 
This session is focused on clarifying the current supply and demand of human resources, as well as 

anticipating business and industry advancements that will influence future supply and demand.  This 
exercise will highlight if there is a gap between supply or demand in terms of labour headcount, 
as well as skills and competencies, that must be addressed in the current and future states.  
Altogether the workforce strategy and plan will be developed according to the following 4 steps: 

 
1. Business Needs Analysis 

• Complete a working session to determine and review the business mission, strategic 

priorities, financial budgets and immediate resource allocations (as described 
above). 

• Answer important questions about the current workforce, including: 

▪ What are your team member’s characteristics? (age, salary, role, reporting 
lines, etc.) 

▪ What skills do you have and/or need in your teams? 

▪ What is the expected rate of workforce growth or decline? Over time? 

▪ What is your expected staff turnover rate? Retirements? 

▪ What is your team’s engagement and productivity? 

 
2. Current and Future Supply/Demand Analysis 

• Review the supply and demand of resources using available time study data and 

identification of patterns in workloads. This will help clarify the fixed and variable 
nature of the organization’s labour needs. The analysis will also look towards the 
future to project the workforce needs of the business, factoring in new technologies, 
processes and systems, changes in legislation, and other changes in the business. 
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• Identify the critical roles, tasks, and competencies that are key to the continued 
successful operation of the business. 

• Project any anticipated, or known, changes to the workforce including recruitments, 
retirements and other arrivals or departures. 

• Clarify the current skills and competencies of the workforce – in particular, identify 

skills and competencies needed in mission-critical roles in the future workforce. 

• Finalize a forecast of the optimal headcount, competencies and role design needed 

to meet the needs of the organization in the future. 
 

3. Current and Future Gap Analysis 

• Evaluate the gap between the supply and demand in the current and future states. 

The gap analysis identifies headcount, skills and competency surpluses and 
deficiencies that must be addressed. 

 

4. Strategy and Plan Development 

• Revise roles within departments and teams to ensure that required functions are 
delivered successfully (this may include adherence to set SLAs) in the current state 

and any necessary adjustments that will be needed in the future. 

• Consider the costs, skills, flexibility, and seasonality to ensure that the right mix of 
resources are available, at the right time, and at a cost that fits the business. 

• Highlight any resource support needs in the areas of training, recruitment, 
performance management, succession planning, and outplacement. 
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Workforce Planning Steps:  
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Workforce Plan Implementation: 
 

Successfully implementing a workforce plan requires a strong and steady commitment to 
transitioning to the required future state.  As the workforce transitions to meet business needs, it is 
also important to establish new working norms that support an ongoing analysis and adjustment of 
the workforce.  In other words, the workforce plan cannot be viewed or approached as static.  

Instead leaders must constantly adjust and improve the workforce plan in response to progressing 
business strategies and operational needs. 

 


