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“Structuring, Developing & 
Preparing Your People to 
Meet Future Business & 

Labour Market Imperatives” 

The Analytical 
Workforce Planning 

Toolkit 
Sample Content 



Key Purpose 
To enable users to progressively 

develop, implement and 
maintain a quality workforce 

planning program that informs 
the business in relation to future 
workforce headcount, structure, 

resourcing, composition and 
capacity 

The Analytical Workforce Planning Toolkit  

The 
Analytical 
Workforce 
Planning 
Toolkit 



Key Content 
 

• Detailed guidelines & 
instructions  

• Process mapping 
• Reporting methodology & logic  
• Template Job Family Labour 

Demand & Supply Excel 
Spreadsheets 

The Analytical Workforce Planning Toolkit  

The 
Analytical 
Workforce 
Planning 
Toolkit 

More than 80 
pages of 

content  & 
Excel 

Spreadsheets 



 
• Capturing and utilizing 

meaningful data to 
objectively evaluate HR 

Department performance, 
customer satisfaction, 

business integration and 
contribution                        

(EXECUTION) 
 

 
• Identifying, capturing and  

utilizing pertinent business, 
workforce and labour market 
data to effectively forecast  
& plan future workforce 
structure, headcount , 
composition & resourcing  
(TOMORROW) 
 
 
 

• Developing & 
implementing quality 

reporting that enables the 
CEO/SMT/Line 

Managers/HR Department  
to continuously evaluate  
and  improve workforce 

management at every  
level of the organization     

(TODAY) 

• Objectively measuring & 
evaluating the HR  
Department ‘s capability & 
potential & to transform 
from an  
operational/support role to 
value-added business 
partner                                  
(READINESS)  HR  

Department 
Strategic 
Capability 

HR                    
Workforce 

Management & 
Performance 

HR 
Department 

Effectiveness 

HR                         
Workforce  
Planning 

 

Our Analytical HR Management Model 



• Applying an integrated set of survey tools 
to objectively evaluate HR Department 

satisfaction 
• Developing & implementing internal HR 

Department  Business Engagement & 
Integration Metrics 

• Utilizing HR Management Benchmarking 
Check-List to evaluate HR Department 

performance 

• Creating  and implementing an                         
integrated set of HR Metrics that                        
underpin Short-Term Labour Demand 
Forecasting & Planning  

• Creating  and implementing an integrated 
set of HR Metrics that underpin Short-
Term Labour Supply Forecasting & 
Planning 

• Creating  and implementing an integrated 
set of HR Metrics that underpin Long-
Term Workforce Composition and 
Continuity Planning   
 
 
 

• Creating Risk Management  Metrics and 
programs that effectively address key 

areas of workforce risk & exposure 
• Developing and implementing Personal 

Performance Metrics that  create  
objective, quantitative & fair 

performance standards for  all 
participating employees 

• Creating quality Workforce Performance 
Metrics and Reporting that enable the 

Board, CEO/SMT & Department 
Managers to continuously evaluate & 

improve workforce management 
•  Developing and implementing an 
Annual HR Department/Workforce 

Scorecard 

• Objectively  measuring  and evaluating 
Human Resources Strategic Capability 
within your HR Department 

• Considering your potential against  the 
Six Common Characteristics of high 
performance HR Departments 

• Completing and objectively evaluating 
the HR Strategic Capability Check-List 

HR  
Department 

Strategic 
Capability 

HR                    
Workforce 

Management & 
Performance 

HR Department 
Effectiveness 

HR                         
Workforce  
Planning 

 

Our Analytical HR Management Model 



 • Creating  and implementing an                         
integrated set of HR Metrics that                        
underpin Short-Term Labour Demand 
Forecasting & Planning  

• Creating  and implementing an integrated 
set of HR Metrics that underpin Short-
Term Labour Supply Forecasting & 
Planning 

• Creating  and implementing an integrated 
set of HR Metrics that underpin Long-
Term Workforce Composition and 
Continuity Planning   
 
 
 

 
 

HR  
Department 

Strategic 
Capability 

HR                    
Workforce 

Management & 
Performance 

HR Department 
Effectiveness 

HR                         
Workforce  
Planning 

 

Our Analytical HR Management Model 



 
• Analysing  immediate factors 

effecting  future workforce demand 
• Analysing immediate  factors 

effecting future workforce supply 
 

Environmental 
Scanning 

 
• Developing  “micro-level” 

workforce headcount scenarios 
• Developing  “micro-level” 

workforce resourcing scenarios  

Scenario 
Planning 

 
• Projecting future workforce 

headcount & structure 
•  Projecting future workforce 
resourcing capability & risks 

Workforce 
Demand & 

Supply 
Forecasting 

 
• Analysing  long –term 
demographic, attrition & 

resourcing factors impacting  
upon workforce  composition  

and  continuity 

Environmental 
Scanning  

 
• Developing  macro-level 

workforce demographic, 
attrition & resourcing  scenario  

plans 

Scenario 
Planning 

 
• Developing  and implementing 

long term composition and  
continuity strategies and 

programs 

Workforce 
Composition 
& Continuity 

Strategy 

Workforce  Demand &                        
Supply 

Workforce  Composition &                
Continuity 

Our Workforce Planning Methodology 

Short - Term  (Generally 1 to 3/5 years) Long -  Term  (Generally 5 to 10 Years) 

Requires 
Significant 

 HR  
Department 

Input 

Requires 
Significant 
 Business 

Input 



Key Components –                                                     
Sample Labour Demand Forecasting  

• Divisional Steering Committee 
representatives + the local management 
team and the assigned HR Department 
Coach  translate approved  Workforce 
Labour Demand Scenario Plans for all 

designated Job Families within their Division 
into Workforce Labour Demand Forecasts  

Workforce  
Forecasting, Labour 
Demand- Divisional 

Sub-Committees 

• Divisional Steering Committee 
representatives and the assigned HR 
Department Coach present their initial 

Workforce Labour Demand Forecasts to the 
Steering Committee for review and 

evaluation   
• The Steering Committee/Divisional 

Representatives/Local Management Team 
/assigned HR Department Coach continue 

this process until Labour Demand Forecasts 
are jointly agreed for all designated job 

families  

Workforce Forecasting, 
Labour Demand - 

Steering Committee • The Steering Committee creates a 
consolidated set of agreed Workforce Labour 

Demand Forecasts for each division 
throughout the organization  for presentation 
to and final approval from the CEO/Senior 
Management Team. (And thereafter the 
framing of headcount/salary and wages 

budgets)  

Workforce Forecasting, 
Labour Demand  - 

Consolidated 

How many people does your organization need? 



Key Components –                                                     
Sample Labour Supply Forecasting 

• Divisional Steering Committee 
representatives + the local management 
team and the assigned HR Department 
Coach  translate Workforce Supply Risk 

Assessment Reports and approved  
Workforce Supply Scenario Plans for all high 

risk  Job Families within their Division into 
Workforce Labour Supply Forecasts  

Workforce  
Forecasting, Labour 

Supply- Divisional Sub-
Committees 

• Divisional Steering Committee 
representatives and the assigned HR 
Department Coach present their initial 

Workforce Labour Supply Forecasts to the 
Steering Committee for review and 

evaluation   
• The Steering Committee/Divisional 

Representatives/Local Management Team 
/assigned HR Department Coach continue 
this process until Labour Supply  Forecasts 

are jointly agreed for all designated  high 
risk job families  

Workforce Forecasting, 
Labour Supply - 

Steering Committee • The Steering Committee creates a 
consolidated set of agreed Workforce 

Labour Supply Forecasts for all designated  
high risk job families for each division 

throughout the organization  for presentation 
to and final approval from the CEO/Senior 
Management Team. (And thereafter the 

framing of recruitment, relocation, external 
contractor  and workforce learning & 

development budgets)  

Workforce Forecasting, 
Labour Supply  - 

Consolidated 

How many people can your organization find? 



• Productivity/ 
Headcount? 

• Technology? 
• Job design? 
• Workflow? 
• Insurance 
premiums? 

• Family care 
policies? 

• Health care 
policies? 
 

Age 

• Declining LOS? 
• Knowledge Loss? 

Service 
• Veterans? 
• Baby Boomers? 
• Gen X? 
• Gen Y ? 
• Policies and 
Procedures 

• Flexible Work 
Arrangements 

• Career Paths 
• Leadership 
Development 
 
 

Generations 

• Male decline? 
• Female Increase? 
• Working  
arrangements?  

Gender 
• Economic 
immigration? 

• Overseas hiring? 
• Divergent  
cultures? 

Ethnicity 

Key Components -                                                     
Sample Composition & Continuity Planning 

What are the long-term endemic issues that must be identified 
and satisfactorily addressed? 



•Facilities? 
•Accommodation? 

Headcount 

 
•Accelerated rate? 
•Succession 
Planning? 

•Talent 
Development? 

Retirements 
•Full time? 
•Reduced 
Hours? 

•Contractors & 
Consultants 
 

Staff Mix 

 
•Changing 
technology? 

•Changing core              
competencies? 

• IT literacy? 
•Age diversity? 

 
 

Skills 

•Resilient/adaptive? 
• Innovative/creative? 
•Tolerant & 
inclusive? 

•Autonomous & 
independent?   
 

Attributes 

What are the long-term endemic issues that must be identified 
and satisfactorily addressed? 

Key Components -                                                     
Sample Composition & Continuity Planning 



Key Components -                                                     
Sample Labour Forecasting Excel 

Spreadsheets 

Insert as many Job Families as you like by designated Division. Create comprehensive Labour Demand/Supply 
forecasts 



Your Investment 

You can purchase the Analytical 
Workforce Planning Toolkit as a 

stand-alone product for just 
AU$699 

Alternatively you can purchase the 
annual subscription/update 

service for just AU$849 

The 
Analytical 
Workforce 
Planning 
Toolkit 



Placing Your Order 

The 
Analytical 
Workforce 
Planning 
Toolkit 

Please visit the HR DIY Shop on our 
website where you can order and 

pay on-line using PayPal, or  
request an invoice be sent to you. 

 
For more information please email: - 
enquiries@optimumperformance.com.au 

 
 

www.optimumperformance.com.au   



Some of Our  Many Satisfied                                             
DIY Shop Customers 

 
Who We Serve 

 
AHIMA   CXC Australia Orana Credit Union  SP - Ausnet 

Alexander Forbes Group Environmental Protection 
Authority 

Oxiana Limited Standard Bank 

Amazon-Papyrus Chemicals Geelong City Council QLD Teachers Credit Union SunWater Limited 

Blacktown City Council Hurstville City Council Reliance Petroleum  Town of Victoria Park 

Bridgestone Kalari Australia Ripcurl  VIP-163 China 

Caltex Australia Kogarah City Council Robert Bosch Wesfarmers Curragh 

Careways Community Group Ku-ring-gai City Council Sea Link Travel Group Western Downs Regional 
Council 

City of Banyule Mainzeal  Shire of Gunnedah Western Union 

City of Gunnedah Deakin University Shire of Yarra Ranges Wodonga City Council 

City of Hurstville RSSC Simplot Australia Bell Equipment 

Coffs Harbour City Council Municipal Association Victoria Smollan Group  Heineken 

Cricket Australia Nelson City Council Solid Energy Koforidua  University 



Authored by Stephen Moore -                                                              
Founder & Managing Director, Optimum Performance 

Stephen Moore is a senior Human Resources professional who has spent more than 
30 years in HR Management, initially as a corporate executive in a range of blue-
chip organizations and since 1995 as the Founder & Managing Director of his own 
consulting practice. 
  
Stephen is passionate about Analytical HR Management and in his current role has 
built an extensive client base that incorporates private and public sector 
organizations throughout Australia, New Zealand, Fiji, Hong Kong, Singapore and 
more recently South Africa and Malaysia. 
  
He is a regular speaker at major Human Resources conferences and events and has 
written and published an extensive range of HR Metrics Manuals and Toolkits that 
have been utilized by a diverse range of organizations in all parts of the world. 

  
Complimenting his extensive consulting work, Stephen has partnered with leading Human Resources 
institutes, employer associations, universities and public sector authorities in delivering a wide range of 
HR conferences, development programs & public training workshops to in excess of 5,000 Human 
Resource professionals  
  
Stephen is a regular visitor to the USA where he has previously bench-marked with pre-eminent 
organizations including Harley-Davidson, FedEx, NASA, Cisco, Aon Corporation and Marriott Hotels                                                                                                                  
 

www.optimumperformance.com.au 
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