PROCESS FOR IDENTIFYING SKILLS GAPS

QUESTION 1

What are your strategic objectives for the period 2006-2008?

a) --------------------------------

b)--------------------------------

c) -------------------------------

Identify key skills required to achieve these goals?

a) ---------------------------------------

b) ---------------------------------------

c) ---------------------------------------
QUESTION 2

Identify SCARCE skills and their availability within the company 

	SCARCE SKILLS
	NO. OF EMPLOYEES COMPETENT
	GAPS IDENTIFIED TO ACHIEVE BUSINESS OBJECTIVES

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	

	COMMENT ON DIVERSITY IN RELATION TO THE SCARCE SKILLS:




QUESTION 3

Identify CRITICAL skills and their availability within the company

	CRITICAL SKILLS
	NO. OF EMPLOYEES COMPETENT
	GAPS IDENTIFIED TO ACHIEVE BUSINESS OBJECTIVES

	1


	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	COMMENT ON DIVERSITY IN RELATION TO CRITICAL SKILLS:




QUESTION 4

Provide the current Employment Equity statistics, indicating diversity across all occupational categories.

	Occupational Categories
	Male
	Female
	TOTAL

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	

	Legislators, senior officials and managers
	
	
	
	
	
	
	
	
	

	Professionals
	
	
	
	
	
	
	
	
	

	Technicians and associate professionals
	
	
	
	
	
	
	
	
	

	Clerks
	
	
	
	
	
	
	
	
	

	Service and sales workers
	
	
	
	
	
	
	
	
	

	Skilled agricultural and fishery workers
	
	
	
	
	
	
	
	
	

	Craft and related trades workers
	
	
	
	
	
	
	
	
	

	Plant and machine operators and assemblers
	
	
	
	
	
	
	
	
	

	Elementary occupations
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	

	Employees with disabilities
	
	
	
	
	
	
	
	
	

	Temporary Employees
	
	
	
	
	
	
	
	
	


QUESTION 5
Identify trends in staff turnover in critical positions in the last 3 years

	POSITIONS
	REASONS FOR LEAVING



	1
	

	2
	

	3
	

	4
	

	5
	


QUESTION 5 

Identify trends in staff turnover in employees with scarce skills in the last 3 years

	POSITIONS
	REASONS FOR LEAVING



	1
	

	2
	

	3
	

	4
	

	5
	


QUESTION 6
Identify trends in critical vacancies for the organisation

	POSITIONS
	LENGTH POSITION HAS BEN VACANT
	REASONS FOR NOT FILLING THE VACANCY

	1.
	
	

	2.
	
	

	3.
	
	


QUESTION 7  Identify expected vacancies in the next 5 years (Use the form below to gather information)

	EXPECTED  VACANCY
	WHAT IMPACT WILL IT HAVE TO THE ORGANISATION –IS IT CRITICAL?

	1.


	

	2.


	

	3.


	

	4.


	

	5.


	


FORM FOR RECORDING ESTIMATED VACANCIES 

(It is suggested that a separate form be competed for each department)

	Termination Reasons
	No. of Possible Vacancies
	Occupational Levels that could be Affected
	Occupational Categories that could be Affected

	
	
	Yr. 1
	Yr. 2
	Yr. 3
	Yr. 4
	Yr. 5
	Yr. 1
	Yr. 2
	Yr. 3
	Yr. 4
	Yr. 5

	Resignation


	
	
	
	
	
	
	
	
	
	
	

	Retrenchment


	
	
	
	
	
	
	
	
	
	
	

	Retirement


	
	
	
	
	
	
	
	
	
	
	

	Dismissal


	
	
	
	
	
	
	
	
	
	
	

	Medically Boarded 


	
	
	
	
	
	
	
	
	
	
	

	Death 


	
	
	
	
	
	
	
	
	
	
	

	New positions likely to be created
	
	
	
	
	
	
	
	
	
	
	

	Other


	
	
	
	
	
	
	
	
	
	
	

	Total Vacancies
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