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Anticipate and Prioritize Future Needs

Future staffing and talent needs will arise either because some business need will require a new responsibility or role or because employees leave. While it’s impossible to know precisely what the future holds, exploring both potential reasons will help you be prepared if and when a need arises. There is also value in assessing your capacity to fill critical roles, in case people in those roles leave. The following three sections can help you consider potential business needs, turnover risks, and critical roles. 

Business Needs
In exploring potential business needs, look to the following for signs of what is ahead:
· Trends in your team’s scope of responsibilities (both inside and outside MIT)
· Departmental priorities
· Trends in academia
· Systems, processes, and technology changes
· Job postings in your discipline at peer institutions

Your manager and local HR contact can help you with this process. Your local HR contact can also provide information on the market for hiring an outside person for new responsibilities or roles — this will help you understand the ramifications of not having existing employees ready to step in.

Use this worksheet to think through how business needs might require new responsibilities and roles for your team.

· What do you see as trends in your team’s scope of responsibilities? Consider both what is happening inside MIT and outside MIT. Might those trends require the team to take on new responsibilities? Might they require new roles? If so, what are they? How soon will they be needed?


· Consider your departmental priorities. Might they require the team to take on new responsibilities? Might they require new roles? If so, what are they? How soon will they be needed?


· What trends do you see in academia? How might those trends affect the future work of your team? Might they require the team to take on new responsibilities? Might they require new roles? If so, what are they? How soon will they be needed?


· What changes in systems, processes, or technology are likely to affect the work of your team? Might they require the team to take on new responsibilities? Might they require new roles? If so, what are they? How soon will they be needed?


· Search for job postings in your discipline at peer institutions. What can you learn from those postings about what might be on the horizon for you team? What new responsibilities or roles might be required?
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Capture and Prioritize Your Business Needs

Step 1. Draw from your answers above to write a list below of the new responsibilities and roles you anticipate the team will need and when.

Step 2. Go back and circle the top 2-3 needs. Consider the following factors in prioritizing the needs. 
· Likelihood of being needed
· Importance to the team upholding its role in the organization 
· Readiness of current staff to meet need
· Anticipated date for need


Anticipated Business Need		New Responsibility or Role Needed		Anticipated Date for Need
























Turnover Risks
Anticipating who might leave the team and when is pure conjecture, but it is better to think through turnover risks and have some sense of the future than to be surprised when someone announces their depature. Use the following questions to identify people who might be a turnover risk in the next 1-3 years. The profiles you created in connection with the Understand Your Current Staff worksheet can help you think through these questions.

· Who has shared with you career or life plans or goals that could prompt them to move on in the next 1-3 years?




· Who is at a point in their career or life where a move in 1-3 years could be likely based on what you know now?

· Consider such things as follows:
· How happy and engaged they appear to be in their current role
· Their career history — how long they have tended to stay in roles
· Extent to which career advancement seems important to them

If they seem likely to move on, add them to the list below.

People Who Might Leave in 1-3 Years

Based on your answers from above, list below the people whom you think might be at risk of leaving the team in 1-3 years. If you have more than a few people on this list, you might want to prioritize these turnover risks by weighing the following factors:
· Criticality of the role to the team’s operation
· Person’s performance level
· How hard it would be to replace them

Name								Role						









Critical Roles and Functions
Which roles and functions are critical to your team upholding its responsibility to organization and MIT? For which of those roles and functions do you lack a backup or ready successor? Note those roles below as a need.

Role								Person Currently in Role			







Worksheet Take-Away
Your take-away from this worksheet will be the following:
· 2-3 anticipated new responsibilities and roles tied to business needs
· People who might be at risk of leaving in 1-3 years
· Critical roles and functions for which you have no backup or immediate successor

Carry these take-aways over to the Meeting Future Needs worksheet. 
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