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Employee SKkill Gap Analysis
Template: A Comprehensive Guide

Bridging the Workforce Skills Gap: A Strategic Approach to Employee
Development and Training

www.gsdcouncil.org 1



http://www.gsdcouncil.org/

\“‘) GSDC
4 mmm

unml v

U

Giobal Skill Development Council

Extensive learning alongside skill enhancement has become essential
within the constantly changing business environment we currently face.

Organizations need to ensure their staff maintains suitable abilities that

fulfill changing industry requirements. A lack of skills spread throughout

organizations creates challenges that hinder both productivity levels and
innovation capacity as well as team member commitment.

The structured method of identifying skill differences between required
skills for job success and employees' current competency levels is known
as Skill Gap Analysis.

Organizations achieve better strategic choices through this analysis of
workforce improvement initiatives alongside succession strategies and
career trajectory planning.

Through the template HR professionals and Learning and Development
(L&D) teams can develop structured approaches to assess employee skill
gaps followed by targeted learning initiative implementation.

The tool enables operators who lead Human Resources and Learning and
Development departments alongside managers to match employee
qualifications with corporate goals.
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What is a Skill Gap Analysis?

A Skill Gap Analysis is a process used to determine the difference between
the skills employees currently possess and the skills required for optimal
job performance. This process helps in:

Understanding workforce strengths and weaknesses

« Identifying critical areas that require upskilling
« Developing strategic learning programs

« Improving overall organizational efficiency and employee
satisfaction

By addressing skill gaps proactively, companies can enhance employee
productivity, improve retention rates, and stay competitive in an ever-
changing marketplace.
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How to Conduct a Skill Gap Analysis

A Skill Gap Analysis follows a structured approach to ensure that employees
receive the training they need to excel in their roles. Below are the steps
involved:

1. Identify Key Job Roles and Competencies

Begin by defining the core competencies required for each role within the
organization. These may include:

« Technical SKills (e.g., programming, data analysis, digital marketing)
« Soft SKills (e.g., leadership, communication, problem-solving)

« Industry-Specific Knowledge (e.g., compliance, financial
regulations, healthcare expertise)

2. Assess Current Skill Levels

Employees or their managers should evaluate their existing competencies
using a standardized rating scale. The following rating scale can be used:

« 1-Novice: No prior experience; needs complete training
« 2 -Beginner: Has basic knowledge but requires hands-on experience

« 3 -Intermediate: Can perform tasks independently but still needs
some guidance
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e 4 - Advanced: Demonstrates strong expertise and can work
independently

« 5-Expert: Fully proficient and capable of mentoring others

3. Identify Skill Gaps

Once the current skill levels are assessed, compare them with the desired
skill levels for each role. The difference between the two represents the
skill gap.

4. Develop a Training and Upskilling Plan

Based on the identified gaps, organizations should develop a structured
training program. This can include:

Online courses and certifications

Instructor-led training sessions

On-the-job learning opportunities

Coaching and mentorship programs

5. Implement and Monitor Progress

Training programs should be regularly evaluated to ensure effectiveness.
Organizations should:
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Track learning progress and skill improvements
Gather feedback from employees and managers

Adjust training initiatives based on performance metrics
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Employee Skill Gap Analysis Template

This template provides a structured framework for conducting a skill gap
analysis.

It allows HR professionals and managers to systematically assess employee
competencies and determine appropriate learning interventions.

Skill Gap Analysis Table
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Action Plan for Addressing Skill Gaps

Skill Gap .. Responsible Expected
Training Resource .

Category Person Completion
SEO & Google Ads HR & Marketi

Digital Marketing . oo 2% ARENS 02 2024
Training Lead

Leadershi Leadershi

eacersiip acersiip | oD Team Q3 2024

Development Coaching Sessions

Python & Power Bl IT Training

42024
Course Manager Q

Data Analytics

Key Benefits of Conducting a Skill Gap Analysis

1. Improves Workforce Productivity

By aligning employee skills with business needs, organizations can improve
efficiency and reduce operational bottlenecks. Employees who receive
targeted training can perform their tasks more effectively and contribute to
overall productivity.

2. Increases Employee Retention

Research shows that employees are more likely to stay with an organization
that invests in their professional growth. Providing continuous learning
opportunities fosters employee engagement and job satisfaction.
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3. Strengthens Succession Planning

Skill gap analysis helps identify future leaders within the organization. By
developing talent internally, companies can build a robust pipeline of
skilled professionals ready to take on leadership roles.

4. Enhances Adaptability to Market Changes

Industries are evolving at a rapid pace, requiring employees to adapt
quickly to new technologies and methodologies. A structured training
program ensures that employees remain competitive in the job market.

5. Ensures Compliance with Industry Standards

Many industries require employees to meet regulatory and compliance
standards. Regular upskilling ensures that organizations stay compliant
with industry regulations and avoid penalties.
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Recommended Training Methods for Closing Skill Gaps

Training Method Best For
Online Courses (Udemy, Coursera, Self-paced learning, technical and
LinkedIn Learning) soft skills

Hands-on learning, team
Instructor-Led Workshops 8

collaboration
On-the-Job Training Practical, real-world experience
Mentorship Programs Leadership and career development

Professional accreditation and

Certifications _ _
industry compliance
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Conclusion

A SKill Gap Analysis is a critical component of workforce development.

It enables organizations to identify training needs, design customized
learning programs, and ensure that employees are equipped with the
necessary skills to succeed.

By systematically assessing competencies and addressing gaps, businesses
can build a more resilient, adaptable, and high-performing workforce.

Organizations that prioritize skill development gain a competitive
advantage and foster a culture of continuous improvement.

This Employee SKkill Gap Analysis Template provides a structured
approach for HR professionals and managers to analyze, document, and
bridge skill gaps effectively.

By leveraging the insights gained from this process, companies can create
meaningful learning experiences that drive long-term growth and success.
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Mastering GDPR Compliance: The Path to Becoming a
Certified GDPR Lead Implementer

ABOUT GSDC CERTIFICATION

LIFETIME VALIDITY EBOOK
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LEARING MATERIALS

‘ '* Get access to learning materials such as videos,
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« Implement phases of Pll processing lifecycle.
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