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	A

	Acting Assignment
	When a position is vacant and the needs of the service require the performance of the duties of that position, a permanent employee may be temporarily assigned to perform those duties. 
 

	Action Plan
	A collection of specific activities, which will address a significant gap identified in the gap analysis.
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	C

	Career Path or Ladder
	A predefined set of specific jobs or occupational areas through which an employee might progress in order to achieve a desired level in the organization or occupation.  The required Knowledge, Skills and Abilities for the career path are defined for each job, along with a plan for obtaining them  Career paths should be realistic and communicated to existing employees and potential recruits.
 

	Competency
	A characteristic of an employee that contributes to successful job performance and the achievement of organizational results. These include relevant knowledge, skills, abilities, and attributes such as motivation, initiative, integrity and self management. Competencies may be defined organizationally or on an individual basis. 
 

	· Organizational competencies 
	Identifying the most critical employee characteristics for organizational success. These are an organization's core competencies. 
 

	· Individual competencies 
	Individual competencies are those characteristics that each employee brings to his or her function. Individual competencies are critical components of organizational competencies. 
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	Competency Assessment
	The process used to identify a set of competencies that is aligned with an organization's mission, vision, and strategic goals. The assessment is developed based on information collected by studying what top performers do in the defined job context. This may be gathered in a variety of ways, including employee questionnaires, focus groups, and interviews with managers and employees. 
 

	Competency Model
	A competency model is a set of competencies for a specific occupation, title series or level in the organization that, is likely to produce desired results. The model is often developed by conducting a competency assessment. 
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	D

	Demand Analysis
	Determination of future staffing requirements through strategic and operational planning. 
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	E

	Employee Retention
	Strategies to meet employee needs in the workplace (e.g., compensation, work environment, respect acknowledgement, status, etc.) such that an employee will want to remain within the organization, thus reducing an organization's rate of turnover.
 

	Environmental forecast
	An assessment of social, technological, economic and political trends that could effect the organization's operations in the future. 
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	F

	FTE
	Full-time equivalent. The amount of hours budgeted for a position.  A position budgeted for 80 hours in a bi-weekly pay period would be 1 FTE; a position budgeted for 40 hours in a bi-weekly pay period would be .5 FTE.
 

	Forecasting and assessment
	Estimates of the internal/external supply and demand; labor costs; organization growth rates and organization revenue. 
 

	Function
	A major responsibility of a program or agency with particular outputs and outcomes for internal or external customers. Examples include computer application systems development, contract management, customer problem resolution, and auditing. 
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	G

	Gap Analysis
	A review and calculation of the difference between supply and demand of human capital in the organization. 
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	I

	Individual Development Plan
	A document which includes an assessment of an employee's current skills, and an outline of the way in which the employee will develop the knowledge, skills, and abilities needed to meet changing organizational needs and environmental demands and/or prepare to achieve future career goals. 
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	K

	Knowledge, Skills, and Abilities (KSAs)
	The knowledge, skills, and abilities required to perform a job. 

· Knowledge is an understanding of facts or principles relating to a particular subject area; 

· Skill is the application of knowledge resulting from a development of basic abilities through formal training and practical experience; 

· Ability is capacity in a general area that may be utilized to develop detailed, specific skills. 

back to top

	L

	Leadership development
	A program or plan designed to develop the leadership skills of employees and to create a base of leaders within an organization who are capable of establishing direction, aligning and motivating people, and achieving desired outcomes. A leadership development program may include formal training or other skills-development strategies to develop competencies such as effective communication, problem solving, mentoring, team building, etc. See also Management Development.

	M

	Management Development
	Management Development: A program or plan designed to develop the management skills of existing or potential future managers of the organization by improving the skills of existing managers, creating career development opportunities for both management and non-management employees, and developing a pool of management talent to facilitate agency succession planning. To align with merit selection principles, management development training should be made available to all interested staff. See also Leadership Development.
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	N

	Needs Analysis
	See Demand Analysis 
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	O

	Organizational Implementation Strategies
	Steps an organization may take to ensure appropriate staff are properly deployed to achieve program objectives and move the organization in the desired direction. Examples include staff redeployment, reorganization, or organizational restructuring. 
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	P

	Position
	A group of duties and responsibilities in either the classified or unclassified divisions of the civil service, which requires the services of an employee on a part-time or full-time basis. 
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	R

	Recruitment
	The process of identifying potential employees and encouraging them to apply for job openings. The process begins not with applicants, but with a broad strategic look at the organization's staffing needs including human resource planning.
 

	Retention
	Strategies to meet employee needs in the workplace (e.g., compensation, work environment, respect acknowledgement, status, etc.) such that an employee will want to remain within the organization, thus reducing an organization's rate of turnover.
 

	Retirement Eligibility
	The minimum age at which a member can begin receiving a retirement annuity, if the person also meets all other eligibility criteria to receive an annuity.  Age is determined by employment category that a person is in when terminating all WRS-covered employment.  See chart 
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	S

	Staff Development
	Provide opportunities for employees to enhance their current job skills or develop skills that may increase their ability to obtain future state positions.
 

	Strategic Plan
	A document that sets organizational direction and measurable program objectives. These goals and objectives not only provide the basis for determining necessary financial resources, but also provide the basis for work force needs. 
 

	Succession Planning
	A process designed to ensure the continued effective performance of an organization by making provision for the development and replacement of key people over time. Succession planning is generally considered to be a strategy of work force planning. 
 

	Supply Analysis
	Forecast of future staffing availability, based on current staff and trend data. 
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	T

	Temporary Assignment:
	When the workload is such that the needs of the service require the performance of those duties by permanent employees temporarily assigned to perform those duties. 
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	W

	Workforce Analysis
	The process of analyzing the current workforce and determining future workforce needs. 
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