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Introduction to Workforce Planning
Designed as a quick?reference guide for students, HR professionals, and managers.

1. What Is Workforce Planning?

Aspect Description
A systematic process that aligns an organization’s human?resource needs with its

Definition _ . _ ) . . .
strategic goals, ensuring the right people are in the right roles at the right time.

* Meet current and future talent demand

» Reduce skill gaps and talent shortages
Purpose
* Control labor costs

» Support business continuity and growth

s Covers the entire employee life?cycle: forecasting, recruitment, development,
cope
P deployment, retention, and separation.

2. Core Components

Component Key Activities Typical Outputs
* Review business strategy,
Strategic objectives, and market trends. Strategic workforce plan, priority list of
Alignment * Identify critical roles & talent needs.
capabilities.

» Quantitative methods (trend ] ) .
Projected headcount, skill?mix, and

Demand analysis, regression, time?series). _ _
) o . location requirements (e.g., 3?year
Forecasting * Qualitative methods (scenario
. forecast).
planning, expert panels).
* Internal inventory (HRIS data,
skill matrices, turnover rates). Gap analysis report, talent availability heat

Supply Analysis .
» External labor market analysis  map.

(availability, competition, wages).
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Component Key Activities Typical Outputs

G » Compare demand vs. supply. Actionable gap list (e.g., “Need 15
a
P L * Highlight surplus, shortage, and additional data?science analysts by
Identification .

critical gaps. Fy24").

* Recruitment & sourcing
strategies.
* Learning & development
. . programs. Detailed implementation roadmap,
Action Planning ) o _
» Redeployment, succession, and timelines, responsible owners, budget.
retention initiatives.
» Workforce redesign (e.qg.,

automation, outsourcing).

» KPI tracking (time?to?fill,

o turnover, skill?coverage, cost per ) ) _
Monitoring & hire) Dashboard, variance analysis, continuous
_ ire). _ _
Evaluation _ ?improvement recommendations.
* Review cycles (quarterly,

annual).

3. The Workforce Planning Cycle

1?? Strategic Review ? 2?? Demand Forecast ? 3?7 Supply Assessnent
? ?

4?7? Gap Analysis ? 5?? Action Planning ? 6?? Inplenentation
? ?

7?? Monitoring & Evaluation ? (feedback to) 1?? Strategi c Review

The cycle is iterative; data from monitoring informs the next planning round.

4. Common Forecasting Techniques

Technique When to Use Strengths Limitations
Trend Stable environments with . . Ignores sudden market
. L Simple, quick. _
Analysis historical data. shifts.
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Technique When to Use Strengths Limitations
) When demand is linked to - . . .
Regression ) Quantifies Requires reliable variables
_ measurable drivers (sales, _ _ . _
Modeling ) relationships. & statistical expertise.
production volume).
_ High uncertainty (e.g., new _ Time?consuming;
Scenario Captures multiple _
) product launch, regulatory outcomes are not precise
Planning futures.
change). numbers.
_ When expert judgment is critical Reduces bias Dependent on expert
Delphi Method , . I
(new skill sets). through anonymity. availability.
Workload Service?oriented roles (call Directly ties staffing Needs accurate activity
Analysis centers, healthcare). to workload. measurement.

5. Data Sources & Tools

| Source | Typical Data | Example Tools | |--------
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