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???????????????? (Workforce Planning)aa

???????????????? (Workforce Planning)
?????????????????????????????????????????????????????????????????????????????
?????????????????

??????? 1: Workforce Planning (????????????????)

1.1 ???????????????????????

?????????? 1: ?????????????????????????? (Current State Analysis)

?????????????:
???????????????????? (Headcount)
???????????????? (Age Pyramid)
????????????? (Turnover Rate)
??????????????????????? (Current Skills & Competencies)

?????????? 2: ????????????????????????? (Future Demand Forecasting)

????????????????????:
????????? 3-5 ??
???????????/?????????????
????????????????????????????????????

?????????? 3: ????????????????? (Gap Analysis)

????: ?????????????????? – ???????????? = ????????
??????????????:
????????????????? (Quantitative Gap)
????????????????? (Qualitative Gap)

?????????? 4: ?????????????????? (Action Plan)

????????????????:
???????? (Recruitment)
?????????? (Training)
????????????? (Leadership Development)
??? Outsource

?????????? 5: ?????????????????? (Monitoring & Evaluation)

???????????????????????????????
???????????????????????

??????? 2: Job Analysis (???????????????)

????????????? systematic ?????????????????????????????

2.1 ???????????????????

??????????? (Interviews) – ????????????????????????????????
?????????????? (Observation) – ??????????????
????????? (Questionnaires) – ??????????????????
???????????? (Work Log) – ?????????????????????????????

2.2 ??????????????????????????????

??????????????????????? (Duties & Responsibilities)
????????????????????????? (Required Knowledge & Skills)
???????????? (Working Conditions)
???????????????????? (Organizational Relationships)

??????? 3: Job Description – JD 
(?????????????????)

??????????????????????????????????

3.1 ?????????????????? JD

1. ?????????????

??????????? (Job Title)
??????????/???? (Department)
???????????? (Reporting Line)

1. ?????????????????????? (Job Purpose)

?????????????????????

1. ??????????????????????????? (Key Responsibilities)

???? 5-8 ???????????
??????????????????? ???? “?????”, “?????????”, “????????”

1. ????????????????? (Qualifications)

????????
???????????????
?????????????

1. ???????????? (Working Conditions)

????????????
????????????
??????????

??????? 4: KPI (??????????????)

4.1 ???????????? KPI ????? (SMART KPI)

Specific – ??????
Measurable – ????????
Achievable – ????????
Relevant – ??????????????
Time-bound – ??????????

4.2 ???????? KPI ??????????

?????????????:

??????????????
???????????????
???????????????????????

????????????????????????:

???????????????????????
?????????????????????
????????????

????????????????????????:

????????????????????????
??????????????
????????????????????

??????? 5: Manpower Budgeting 
(??????????????????)

5.1 ????????????????????????????

1. ????????????????????????? (Salary & Wage Costs)

????????????????
???? (Overtime)
??????????????????

2. ??????????????? (Benefits Costs)

????????????????????
???????????
????????????
????????????????

3. ????????????????????? (Development Costs)

??????????
???????????
??????????????????????

4. ?????????????? (Recruitment Costs)

????????????????
??????????????????????????
???????????

5.2 ???????????????????????

?????????? 1: ???????????????????

????????????????????
?????????????????
??????????????????????

?????????? 2: ???????????????

????????????????
???????????????????
???????????????????

?????????? 3: ?????????

??????????????????
???????????????????????????

?????????? 4: ????????????????

?????????????????????????????????
?????????????????????

??????? 6: ?????????????????????????????

6.1 ??????????????????

Business Strategy 
    ?
Workforce Planning
    ?
Job Analysis ? Job Description
    ?
KPI Setting ? Competency Model
    ?
Manpower Budgeting
    ?
Implementation & Monitoring

6.2 ??????????????????

?????? XYZ ??????????????????? 3 ????

1. Workforce Planning:

?????????????? 50 ???????
???????? 6 ?????

2. Job Analysis & JD:

???????????? 10 ???????????
????? JD ?????????

3. KPI Development:

????? KPI ??????????????????
???? ??????, ?????????????????

4. Manpower Budgeting:

???????? 15 ???????
????????????, ?????????, ??????????

??????? 7: ???????????????????????????

7.1 ???????????????????

SWOT Analysis – ???????????????? ???????
Gap Analysis – ?????????????????
Workforce Analytics – ??????????????????????

7.2 ???????

JD Template – ???????????????
KPI Scorecard – ?????????????
Budget Worksheet – ?????????????

????

?????????????????????????????????????????????? ????????????????
?????????? ???????????? ???????????? Job Analysis, JD, KPI ??? Manpower 
Budgeting ??????????????

????????: ???????????????????????????????????????????????
?????????????????????????????????
????????????????????????????????????
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