“Your Business – Your People”

DR Enterprises Case Study


Workforce Skills Checklist
This checklist has been developed to help business’s to identify their main functions and core business, the job roles they require to support their business and to consider different ways that jobs and work can be designed.

	Key Questions:
	Function 1
	Function 2
	Function 3
	Function 4
	Function 5
	Function 6

	Current situation

	What are the main functions of our business? 


	Management
	Administration
	Client Service
	
	
	

	What job roles are required for each function?

· how many people do we need for each job role?

· full time, part time, casual or independent contractor?
	Supervisors (4) - Full time
	Office Manager (1) – full time
Receptionist (1) – full time

Accounts Officer (1) – full time

Administration Assistants (2) – part time
	Account Managers (3) – full time
Service Technicians (6) - contractors
	
	
	

	How are the job roles designed?

· positives i.e. flexible work practices, family friendly

· negatives i.e. limited career pathways, low skill levels
	+ Career development
-Workload
	+ Part time option; family friendly
-Limited career progression
	+Job satisfaction; skills development
-Workload
	
	
	

	How do we currently attract and recruit our workforce?
	Recruitment agency, highlight development opportunities and level of independence
	Promote family friendly practices
	Per job payment arrangements for contractors
	
	
	

	What are the current skills in our workforce related to each function?
· strengths

· development and performance needs
	+Project management skills
-Performance management
	+Administration and organisation
-Technical understanding


	+Customer service
-Sales targets
	
	
	

	Future situation

	What will be the main functions of our business?
	Leadership
	Client Support
	Service Delivery
	Technical Support
	
	

	What future job roles are required for each function?  How many people?  Employment status?
	Leader for each function (3)
	Client Support Officers (3)
	Installation team (4)
Maintenance team (4)
	Advanced Technicians (2)
	
	

	How could we design the job roles?
	Flexible hours; project based
	Job share; match staff member to cohort of clients
	Team based approach to skills
	Flexible – core hours with the ability to increase hours to cover peak times/projects
	
	

	How could we attract and recruit our workforce into the future?
	Promote major projects we have managed; support leadership development
	Support family friendly practices, flexible (school) hours
	Provide opportunity to multi-skill
	Focus on technical abilities and consider a per job/project package
	
	

	What are the future skills required for each function?
	Leadership
Project Management

Financial Management

Performance Management

Sustainable practices
	Client liaison – proactive approach
Technology skills for communication via email and the web

Sustainable practices
	Technical skills
Team skills

Project management

Sustainable practices
	Project management
Ability to translate highly technical information for clients

Sustainable practices
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