
Worksheet 4 – Key Position Analysis:  While it is certainly valuable to think about succession issues for all positions in your organization, it is essential that succession be addressed for those positions with the greatest strategic impact.  This worksheet has been formatted to approximate a decision tree to help you identify the Key Positions in your organization.  Key Positions are those that:

· Are directly related to the organization’s strategic plan and mission,

· Are expected to be filled if they become open in the future, and

· Are difficult to fill with highly qualified people.

The following factors should be considered when determining if a position may be difficult to fill:

· The availability and quality of candidates possessing the competencies required for the position, including the success of recent efforts to recruit candidates for similar positions using indicators such as offer acceptance rates, the proportion of positions filled, and the length of time required to fill similar positions
· The salaries typically paid outside the Federal Government for similar positions; 

· Recent turnover in similar positions; 

· Special or unique competencies required for the position; 

· The desirability of the duties, work or organizational environment, or geographic location of the position;

· Incumbent had institutional knowledge that cannot be replicated

· Position requires education and/or credentialing that is expensive and/or rare

· Positions which OPM has approved direct hire authority

This worksheet will be revisited later to begin creating staffing strategies for Key Positions.

List all the Positions in your organization on the following page.  For each position, answer the three questions listed on the worksheet.  Key Positions are those for which the answer is “Yes” to all three questions.  Those that are “key” positions are areas to focus on for sucession management.
	Position Title
	Strategic Impact
	Replace as Defined
	Difficult to Fill
	Key Position

	List all Positions below. Key Positions are those for which the answer is “Yes” to all the following questions.
	Do the responsibilities associated with the position directly impact the organization’s strategy and mission?
Do the responsibilities of this position perform a vital service or provide a vital product?
	If this postion became vacant in the next 18 months will it be filled as presently defined?
	If this position were to become vacant, would it be difficult to fill?
	Is the position considered a Key Position?

	Position Title
	(Yes/No)
	(Yes/No)
	(Yes/No)
	(“Yes” to all 3)
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