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Skills Audit – Changing Soft
HR

into Hard Data. 



The ‘Right People’ in the ‘Right jobs’ are 
your Organisations’ greatest Asset. 

 What are the HR Strategic Priorities of the 
Business?

 How do you know you have the right people to 
achieve your business plan? 

 How do you measure that? 
 How do you move the conversation away from, 

we ‘think’ we have the right people strategy, to 
‘we know’ we have the right people strategy? 



VUCA Environment: 
Build Resilience & Flexibility into the Organisation and become more proactive 

And less re-active.



The purpose of a skills audit is to identify the existing set of skills 
within the organisation and the skills required to meet the 

strategic needs of the organisation in the future. 



• Builds greater resilience into the 
organisation because it will help you to 
take advantage of opportunities on the 
horizon & mitigate against risk. 

• Identify the priority roles in your 
organisation and develop up to date 
job descriptions for those roles. 

• Identify the current skills gaps, 
because you can’t know what L&D 
interventions to put in place until you 
know were the gaps are. 

A Skills Audit is the Foundation for Strategic Workforce 
Planning: 
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• Must have up-to-date job descriptions 
for everyone in the organisation. 

• Get clear ‘visibility’ as to what skills are 
required to perform in the job. 

• Must have up-to-date understanding of 
the ‘skills gap’ in each job role. 

• The ‘Skills Gap’ audit, then informs
recruitment needs, L&D, succession 
planning etc in the organisation .

The ‘gap’ between where the organisation wants to go and where the 
organisation is now, is a ‘Gap’ in Skill.  



• 50% Can they do the job?  

• 50% Will they do the job?

Eligibility & Suitability. 

Technical Skills 

Work
Preferences

Work Values

Fit with the culture

Fit with 
Manager. 

Knowledge

Employees are hired for ‘skill’ but fired for ‘attitude’. 



Job Success Formula… Customer Service Role: 

The process is about working from the ‘inside out’ gaining 
Crystal Clarity as to what the performance requirements
are in the job… 

Technical Requirements for the job: 
• Understand the companies CRM system.
• Have excellent knowledge of word, excel 
and PowerPoint.

The Behaviours we require that are: 
Essential: 
• Being systematic..carefully and 
• methodically thinking through the steps
in a task. 
• Taking the initiative. The tendency to perceive what is necessary
to be accomplished and to proceed on one’s own. 
• Being helpful: The tendency to respond to others needs and assist 
or support them to achieve their goals.



Job Success Formula… Customer Service Role:

The process is about working from the ‘inside out’ gaining clarity as to what the performance 
requirements are in the job… 

Desirable:   

• Being Diplomatic … the tendency to state things in a tactful manner.
• Influencing…the tendency to try to persuade others. 
• Pressure tolerance… level of comfort related to a deadline. 

Behaviors to avoid: 
• Being fast but imprecise:  The tendency to work quickly without sufficient attention to detail or 

accuracy. 
• Being insensitive: The tendency to be assertive with one’s own needs, without being sufficiently 

warm and empathetic. 



Skills Audit Process:                                                     Example: Andrew Jones

Every person in the organisation 
receives a link to an on-line test. 

The test takes 30 minutes to complete.

‘Dear employee, the organisation is 
conducting a skills audit  as we are undertaking 
Strategic workforce planning. 
We require you to fill in the following questionnaire, 
The results will be used for Strategic Workforce 
Planning and future L&D”. 
For further information on the attached 
contact xyz. 
Please fill in by this date’ 



Skills Gap Analysis



What does ‘high performance’ look like in each job role? 

We must have a clear understanding of what 
‘high performance’ in the role looks like and 
how we measure whether or not an individual 
meets the standard or not; i.e. what’s the skills 
gap?  

Must be ‘customised’ to the organisation. 

Example: Customer Service Role. 

‘When an individual is aligned with 75% or more of the tasks of the job, they are 3 times 
more productive in that role’. H-BD. 

Sample Report/Sample HATS Reports/Sample JSA_E-Sophia Merican.pdf
Sample Report/Sample HATS Reports/Sample JSA_E-Sophia Merican.pdf


Performance Management
Skills gaps, enable us to identify blind spots and strengths…

BLINDSPOTS STRENGTHS

 BLUNT
 DEFENSIVE
 DOGMATIC
 DOMINATING
 FAST BUT IMPRECISE
 FORCEFUL ENFORCING
 HARSH
 IMPLUSIVE
 INSENSITIVE
 LASER LOGICAL

 ENTHUSIATIC
 SELF – MOTIVATED
 TAKES INITIATIVE
 OPEN / REFLECTIVE
 PERSISTENT
 TAKES AUTONOMY
 WANTS TO LEAD
 OPTIMISTIC
 WANTS CHALLENGE

UNKNOWN EXPECTATIONS

 SELF – CRITICAL
 INCONCLUSIVE
 DEFERS DECISIONS

 WANTS APPRECIATION
 WANTS TO BE INFORMED
 WANTS DEVELOPMENT
 WANTS QUICK PAY 

INCREASES

PARADOCIAL 
STRENGHTS
 INVENTIVE
 REALISTIC OPTIMISM
 AUTHORITATIVE 

COLLABORATION
 TRUTH EXPLORING
 POISED ACHIEVEMENT
 MINDFUL COURAGE
 FLEXIBLE ORGANIZING
 MUTUAL HELP



Training & Development Interventions that will solve problems: 

Preventative Medicine, we can start to see where the issues are and put in place interventions that tackle the root cause. 
Radical candor, truth exploring conversations. 
Training interventions that are highly targeted for what is needed. 
Points the way for the strategic planning and direction for the organisation. 
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Leadership Development. 



Greater visibility across the organisation…



Irish Government - Skills for Ireland Initiative.  

Resources:

Human-ByDesign: Performance Management – setting KPI’s, how to conduct performance
Management sessions, coaching for career and succession planning.  Sharon Miller. 

DDLETB: Initiative to roll out training and development to 2,000 employees this year. 
i.e. Free courses for Managers in how to manage People. 

Skillet Ireland: Training and Development Initiatives to develop skills, 50% of the course is paid for.  



Questions & Reflections…


