[Insert your business logo]
[Enter your business name]

Workforce plan
Date: Select a date	
[Use the italicised guidance throughout this template for help completing your workforce plan. 
You may wish to remove this text before you finalise your plan.] 

	Download the latest version of this template from https://business.gov.au/people/employees/workforce-planning
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[bookmark: _Toc223446305][bookmark: _Toc223701570]About the business
Give a short description of your business, what it does and its size.
	


[bookmark: _Toc223701571]Business goals
Describe what your business is trying to achieve in the next 12 months.
	


[bookmark: _Toc223701572]Goals that affect your workforce
Consider which goals are likely to affect the people, skills or capacity you need. You may find it easier to review and update this section after assessing your current and future workforce.
	


[bookmark: _Toc223701573]Current workforce
[bookmark: _Toc223701574]Workforce snapshot
Summarise your current workforce including staff numbers, employment types and the main roles.
	


[bookmark: _Toc223701575]Workforce challenges
List any current workforce issues such as recruitment difficulty, turnover or workload pressure.
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[bookmark: _Toc223701576]Roles and skills
List roles that are important to the business and the skills needed for each role. Describe the main tasks each role is responsible for.
	Job title
	Name
	Tasks
	Skills and experience needed
	Training needed

	[Example: Social Media Manager.]
	[Add 'Vacant' if there is no one currently in the role.]
	[Example: 
· Plan and schedule social media content.
· Monitor engagement and respond to messages.
· Track and report on performance.]
	[Example: Business management experience and Bachelor of Marketing.]
	[Examples: in-house staff need on the job coaching or formal training in digital marketing.]
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[bookmark: _Toc223701577]Future workforce needs
What workforce do you need to support your business goals?
	


[bookmark: _Toc223701578]Workforce gaps
Compare your current workforce with future needs and identify any gaps.
	


[bookmark: _Toc223701579]Actions to address workforce gaps
List actions to address each gap.
	Workforce issue
	Action
	Who is responsible
	Due date

	[Example: Not enough staff with digital marketing skills]
	[Example: Upskill an existing team member through short digital marketing training and mentoring]
	[Example: Business owner]
	Select date
	
	
	
	Select date
	
	
	
	Select date

	
	
	
	Select date
	
	
	
	Select date

[bookmark: _Toc223701580]Review and update
Explain how and when you will review this plan.
	



	Next review date
	

	Person responsible
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