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Meeting Future Needs 

Use this worksheet to identify employees who might be able to fill the future needs that you identified in the Anticipate and Prioritize Future Needs worksheet. Start by listing your future needs below:

Business Needs









Turnover Risks









Critical Roles With No Backup or Ready Successor










Then, take each need and use the questions on page 2 to help you think through who on the team might help you meet it. The profiles you created in connection with the Understand Your Current Staff worksheet will help with this process.

Note: In identifying people who might be able to meet your needs, be careful about your biases. Teams tend to be self-replicating, and we might by default select potential successors who fit a mold. Make decisions based on data. Set aside your preconceptions and view the range of potential successors with an open mind. Be mindful of the Institute’s value of advancing diversity, equity, and inclusion. Learn more:
· Diversity, Equity, and Inclusion (link to web page)
· Keeping your biases in check (link to web page)




   Print multiple copies to reuse this template, or copy and paste the template to complete it electronically.

Plan to Meet a Need

Need:



Business Need, Turnover Risk, or Critical With No Backup or Ready Successor?



Anticipated Timeframe for Need:



Qualified Internal Candidates to Meet Need (Ready to take on responsibility or interview for role)







Potential Internal Candidates (Need some development to be ready)








For potential internal candidates, note the following:
· What they need to be ready (consider knowledge, skills, and experience)
· When they could be ready








After you have filled in the above information, run your assessment by your manager and your local HR to see what they think. They might know or see things that you do not. Update your assessment based on their input. Then, have conversations with the potential internal candidates from above to gauge their interest in the path you see for them. See below for tips on having the conversation.

Conversations with Internal Candidates

The future is inherently uncertain, but involving team members in your talent planning can increase the likelihood that you’ll be ready to meet needs when they arise. Your planning will be for naught if an internal candidate is not interested in the path you see for them. Consider having a conversation with each of the potential internal candidates to guage their interest.

In the conversation, emphasize that you want each team member to develop new knowledge and skills in their current role and, if they are interested, to take on new responsibilities and advance in their career. Share what you see as growth opportunities for them. Ask for their thoughts:

· Does that align with your interests and goals?

If yes …

· What knowledge, skills, and experiences would help you grow?
· How can I be most helpful to you?

If no or maybe …

· Can you tell me more about why not or why you are unsure?
· What other growth opportunities on the team might be of interest?
· What other career paths at MIT might be of interest?

Listen carefully and jot down key points from the conversation. Your goal is to come away from the conversation with:
· Clarity on whether they are a potential candidate to meet a future need
· How you can support their learning, growth, and career advancement

In wrapping up the conversation, be clear that you cannot guarantee advancement but you are committed to supporting their learning, growth, and career advancement, whether that be within the team or elsewhere.

It’s important to remember that some people are perfectly happy in their role and are not interested in advancement. You might hear that in these conversations. In those cases, focus on learning how you can best support them in their current role. Ask as well what new knowledge, skills, and experiences would help them grow in that role. One note: If you hear this from somebody, be careful not to write them off for future advancement. Circumstances and viewpoints change; at some point in the future they might well be interested in advancing.

Draw from your conversations with the potential candidates to update the Plan to Meet a Need worksheet (above). Your Talent Plan will be a summary of all of your Plan to Meet a Need worksheets.
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