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? 

Retitle the ‘Functions’ across the top of this table to suit your business.
	
	
	
	
	
	

	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?
	
	
	
	
	
	

	How are the job roles designed?

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

· negatives i.e. limited career pathways, low skill levels
	
	
	
	
	
	

	How do we currently attract and recruit our workforce?
	
	
	
	
	
	

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

· development and performance needs
	
	
	
	
	
	

	Future situation

	What will be the main functions of our business?
	
	
	
	
	
	

	What future job roles are required for each function?  How many people?  Employment status?
	
	
	
	
	
	

	How could we design the job roles?
	
	
	
	
	
	

	How could we attract and recruit our workforce into the future?
	
	
	
	
	
	

	What are the future skills required for each function?
	
	
	
	
	
	


