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Needs analysis

Needs analysis
Before you recruit, analyse your organisation’s current needs and any needs that may arise in the foreseeable future.
Use your needs analysis as the basis for developing a requirement profile. It helps you describe the goals and responsibilities of the position based on:
· The goals of your organisation (department/division/unit)
Define what your work actually involves, what your organisation's goals are and what you want to achieve.
· The goals and responsibilities of the employee
Define the goals the successful candidate will work towards, how they are expected to contribute to your overall goals, and which responsibilities they will be expected to take on.
· The employee’s duties
Describe the duties that will be performed to achieve the goals.
· Relative importance
Describe the balance between the different goals and duties.
Questions that your needs analysis must answer
· What are your areas of strategic importance now and in the foreseeable future, and do you have the right competencies in these areas?
· What are the organisation’s goals?
· How will external events change the demands on the organisation, its tasks and its competencies? What are your development needs? What competencies does your organisation have, and where is it lacking competencies?
· What does your workforce planning look like?
· Do you have any impending retirements?
· Is it likely that your workload and assignments will increase or decrease? In which areas?
· Which duties and responsibilities will be included in the job in question?
· What goals will the employee in question be working towards?
· What will the job look like in a few years?
· Can the need be met by the organisation’s existing staff resources?
· Can duties be reassigned, the organisation reorganised, or someone recruited internally, including through the continuing professional development of existing staff?
· Identify potential internal candidates.
· What are the key duties? Are we doing the right things? What do we need to focus on?
· Consider the duties and competencies of the work group in question, the group’s strengths and weaknesses, and individual development plans.
· What is the gender balance within the group? If there is a gender imbalance, what can be done to rectify it? Are there potential applicants from the under-represented gender?
· Do the duties require specific language skills?
· Do the duties require experience in international environments?
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