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Program Overview

What is succession planning and career management all about?

How can it be applied throughout an organization? 

How can you advance your career – with or without benefit of a 
formal program?
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Definitions and Methodology 
Overview
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Succession Planning

Effective organizations do not passively wait for 
the future; they create their future through 

investment and planning to ensure the 
continuity of their talent pools for both leaders 

and front line employees.” (Ibarra, 2005)
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Career Development

Any activity that:
• Improves a person’s current or projected contribution to the 

organization, and/or 
• Extends beyond the organization in the event the person’s 

career aspirations involve a direction that cannot be attained 
within the current organization’s structure  
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The Talent Refinement Model
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Talent is an ASSET!



Succession Planning Process
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Replacement Hiring vs. 
Succession Planning
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Replacement Hiring vs. Succession Planning

Quick Fix - Long-term Solution

Restrictive - Flexible

Based on Seniority or Availability - Based on Merit

Identifies One Successor - Develops a Pool of Successors

Reactive - Proactive



Organizational Assessment

• Examine and Build 
Commitment

• Build a Taskforce
• Conduct 

Organizational 
Assessment
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Organizational Assessment: 
Talent Audit

Talent Audit
1. Supply: What is your talent 

inventory right now?

2. Demand: What kind of talent do 
we need? (New? More? Different?)

3. Gap: What is the gap between 
what we have and what we need?

4. Solution: Build, buy, or borrow?

5. Risk: What are the potential risk
factors?
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Organizational Assessment: 
Readiness

Does your organization see talent as an asset?
Does the board and top leadership see the need and support succession 

planning?
Is the organization in an acceptable financial situation?
Does the company have a sound corporate strategy and vision?
Does the organization have existing employee assessment and 

development strategies?
Are the employees comfortable with performance-based feedback?
What is the availability of resources to support the succession planning 

process?
Does the corporate culture support professional development?

11



Process Design

• Success Factors

• Roles
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Determine Key Positions

• Defining Key 
Positions

• Criteria for 
Selecting Key 
positions
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Key Positions

A key position exerts critical influence on organizational activities; 
operationally, strategically or both. When left vacant, the organization will 
not be able to conduct business as usual.

KSAO: Knowledge, Skills, Abilities, Other Competencies
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Key Positions: Criteria

 The position is integral to the development of corporate objectives 
and strategies.

 The organization would struggle for a significant amount of time 
with a vacancy in this position.

 The individual in the position holds a very specialized set of 
knowledge and skills.

 The position is at high risk for turnover

 There is a potential labor market shortage for this position type
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Identify Competencies

• Competencies 
Defined

• Building a 
Competency 
Model
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Competencies Defined

A cluster of position-related knowledge, 
skills and abilities that lead to excellent 
job performance and can be improved 

via training and development.
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FYI: For Your Improvement - Competencies Development 
Guide, 6th Edition

by Heather Barnfield , Michael M. Lombardo
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Identifying & Assessing Talent

• Talent Selection

• Talent Assessment, 
Gaps, and Feedback

• Create Candidate 
Profiles
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Identifying and Assessing Talent

Where are you?
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Talent Assessment: Identifying 
Gaps

Nine-Box 
Model
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Satisfactorily Placed High Professional High Potential

Has likely achieved
highest career level

Able to do the work of 
bigger jobs at the same 
level over next 1 – 2 years

Able to do the work of 
next level in next 5 years 
or less

Outstandin
g

Box 4 Box 2 Box 1

Seasoned and valued in 
current role

Give stretch assignments 
to prep for next level

Consistently performs
well, is versatile; prime 
target for recruitment by 
other orgs

Effective

Box 7 Box 5 Box 3

Solid performer but could 
progress in expertise and 
become “box 4”

Consider for bigger jobs 
at same level once they 
can deliver better results 
more consistently

Current role may still 
provide opportunity for 
growth; focus on 
performance
improvement

Needs 
Improveme
nt

Box 9 Box 8 Box 6

Consider reassignment,
reclassification, or exit

Tight performance 
management is critical; 
consider helping with 
time management

Possible job mismatch, 
new hire w/ lots of 
potential, or new 
assignment; may require 
coaching

Potential 
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Step Six

Creating 
Development 
Plans

22

Organizational 
Assessment

Design 
Succession 

Planning Process

Determine Key 
Positions

Identify 
Competencies 

Identify & 
Assess Talent 

Create 
Development 

Plans

Develop 
Succession 

Plan 



Gallup Q12
High Scores   Drive Profitability, Value & Growth 

1. Do you know what is expected of you at work?

2. Do you have the materials and equipment to do your work right?

3. At work, do you have the opportunity to do what you do best every day?

4. In the last seven days, have you received recognition or praise for doing 

good work?

5. Does your supervisor, or someone at work, seem to care about you as a 

person?

6. Is there someone at work who encourages your development?

7. At work, do your opinions seem to count?

8. Does the mission/purpose of your company make you feel your job is 

important?

9. Are your fellow employees committed to doing quality work?

10. Do you have a best friend at work?

11. In the last six months, has someone at work talked to you about your 

progress?

12. In the last year, have you had opportunities to learn and grow?
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Instructions for Happiness and 
Success: A Step-by-Step Mind 
Manual for Creating the Life You 
Choose
by Susie Pearl



All Staff Career Development 
Program Fundamentals
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Career Development For All 
Levels – Why?

Association Rationale:

A more flexible, valuable workforce

Helps prepare the organization for unexpected position vacancies at 
all levels

Appreciative employees = more engagement and commitment

Staff Rationale:

Many, perhaps most, staff want to advance in their careers.

Most staff could benefit from coaching in attaining their career goals.
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Career Development Program –
Objectives

Typically NOT part of the performance assessment process and 
methodology.

However, it CAN lead to improved performance and professional growth/ 
development in your current position.

More important, it can help prepare you for future work assignments 
requiring greater levels of professional and personal commitment and 
satisfaction:

Could be at your organization
Could be elsewhere
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Career Development Program –
Mechanics 

Each staff member decides whether or not to participate – voluntary, not 
mandatory

Each participant:
Notifies HR that he/she would like to participate in the program.
Identifies a preferred  advisor mentor from a pre-determined list of 
volunteer mentors
Completes documentation prior to establishing a relationship with 
the mentor 
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Career Development Program –
Mechanics 

Each participant (continued):
Meets with her/his mentor during a specified time period to: 

Review the completed forms.
Formulate short and long-term career objectives.
Discuss development needs.
Prepare an individual actual plan.

Assuming mutual agreement with the mentor, there may be one or 
two check-in meetings later in the year
Future years: 

Review progress from prior year.
Update documentation and individual action plans.
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Career Development Program –
Other Key Points 

Development strategies may include a combination of the following, some 
of which would require supervisor approval:

External and internal training programs, courses, conferences, and 
seminars.
Assigned books and periodical articles.
On-the-job training experiences.
Evaluatory coaching.
Work team/committee assignments and/or expanded roles.
Community exposure (e.g., Association Forum and networking 
groups).
Job redesign.
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Career Development Program –
Other Key Points 

“Fully Effective” performance in the current role is a prerequisite for planning 
for new roles.

Completed documentation will only be retained by the participant and the 
advisor – nothing in the personnel file unless the employee requests it.

Five key roles for the HR department
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Career Development – Digging a Little 
Deeper

Creating Career Goals
Clearly defined career goals will enable you to create a more precise 
individual development plan

Short-term goals typically describe what you want to accomplish in the 
next 1-3 years

S - Specific:  What exactly should be achieved?
M - Measureable:  How will you measure achievement?
A - Attainable:  Is it feasible?
R - Relevant:  Is this goal relevant to my career?
T - Time bound:  When do I hope to accomplish this goal?
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Designing Individual 
Development Plans

Creating Career Goals continued…

Long-term goals typically describe what you want to accomplish in 
the next 5+ years 

Example:  Gain the necessary knowledge and experience to 
move into a leadership position
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Designing Individual 
Development Plans

Learning Objectives

A specific and measurable statement that describes what the trainee will 
know or be able to do as a result of the training

Learning objectives are composed of four parts: Audience, Behavior, 
Conditions, Degree

“Given a sentence written in the past or present tense 
(condition), the trainee (audience) will be able to re-write the 
sentence in future tense (behavior) with no errors (degree).”

Learning objectives, provide a more focused and organized learning 
environment but most importantly they are performance criteria each 
trainee should be evaluated on.
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Contextual IDP Strategies
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Who-Based What-Based Where-Based

Pair with individual who has 
special talents or a 
management style worthy of 
emulation 

Give exposure to specific types 
of experiences (projects, task 
forces, committees, jobs, 
assignments, etc.) that require 
analytical skills, leadership skills 

Give exposure to special 
locations or cultures

When-Based Why-Based How-Based

Give exposure to time pressure Give exposure to mission-
driven change efforts

Furnish with in-depth how-to 
knowledge of different aspects 
of the business in which they 
are otherwise weak 



ACS Model

As a best practice, be sure to incorporate the Center for Creative 
Leadership’s ACS Model into whichever development strategy you choose.

According to the ACS Model, any strategy should include

Assessment: Assess current capacity and reassess throughout the 
development process

Challenge: Put current capabilities to the test, provide stretch 
assignments, encourage risk-taking and stepping away from the 
norm

Support: Provide positive reinforcement to sustain the change/growth 
that has happened for the developing employee
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Designing Individual 
Development Plans

Prioritizing
Now that you have 
identified the skills and 
behaviors to focus on for 
the IDP, it is time to 
prioritize them so you 
can create a realistic 
action plan and timeline.
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Designing Individual 
Development Plans

Development Strategies
Job Rotations 

 Allow employees to move between jobs in the organizations, 
exposing them to different experiences and a wider variety of 
knowledge and skills

Key Assignments 
 Specific tasks or assignment which helps to develop particular 

skills and/or competencies.
Stretch Assignments

 Temporary project or task given to the employee which is beyond 
their current knowledge and/or skills level.  
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Designing Individual 
Development Plans

Development Strategies continued…
Coaching Sessions

Tend to be more spur-of-the-moment and driven to provide 
immediate feedback.  

Need to be scheduled regularly
Cover current job situation/environment
Create goals
Identify goal progress, provide performance feedback (timely and 

specific)
Discuss challenges and offer guidance, assignments
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Designing Individual 
Development Plans

Development Strategies continued…

Assessment Centers

A collection of position simulation exercises designed to provide practice, 
feedback, and coaching on a set of behavioral or skill dimensions

Mentoring

Can exist informally or within formal mentoring programs; usually a 
shorter timeframe than coaching with more junior-level protégés than 
coaching 
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Guidelines for Feedback Sessions

Feedback is simply data that helps inform progress and keeps success on 
track.

Consistent, frequent and concise feedback is more effective and 
meaningful than periodic formal feedback

What is often viewed as “negative”(or uncomfortable) feedback is simply 
course-correction; a manager’s way of ensuring her employee’s 
success
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Providing Feedback

Providing feedback is simply acting as the 

Air Traffic Controller

Flight Plan

Safe, on-time landing at the right airport
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Taking Charge of Your Career
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Best Practices to Guide You

Document your personal career development plan 

Establish your kitchen cabinet

Identify additional topic-specific mentors:

• Recommendations from colleagues and friends

• LinkedIn

• Association Forum Directory

• Network, network, network!

Complete relevant educational programs and courses

Commit to periodic progress assessments and course 
corrections
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Case Studies

Compensation consultant to association CEO

Program Director to Development Officer

A few commonalities

Taking initiative

Commitment to self-education

Willingness to step back before stepping forward

Willingness to be coached
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Q&A
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