WORKFORCE PLANNING CHECKLIST

This is a list of questions to prompt you to think about your business, the jobs you have and the employees you have or need.  

It is suggested that you work through this checklist for each job you have, most particularly for when you have a vacancy.  The responses to these questions can be used for designing your job vacancy or your briefing of a recruitment agency.  The answers are as guides only.

	Questions
	Answers

	Is this job really needed?  
	Yes/No



	Does the job need to be permanent?
	Permanent/Temporary



	Is the job full time? 
	Full time/Part time



	Does the job have to be inside my company?  


	Insource/Outsource

Home/Office



	Does the job need to be done during 9am to 5pm?


	No, there is flexibility.  The work could be done ……

Yes, there is no flexibility as to when the person can work.



	Do you have to recruit? Could someone in your organisation be trained for the position?
	

	What skills have to be present when you recruit?
	

	What can be learnt on the job?
	

	What can be trained?  
	

	What types of people will be attracted this work?
	Anyone/Mature Aged/Mid-Career/Youth/Workforce Entrant



	Would a mature aged employee suit this position?
	Yes/No/Of Course



	What benefits could you incorporate to attract/retain a mature aged employee?


	Flexibility of hours worked/ Employment Stability/Training – new interests

Recognition of their experience/expertise (mentor/coaching of younger employees)




