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Why is Workforce Planning Important? 

• Workforce Planning provides a strategic basis 
for making Human Resources decisions 

• Provides the process to plan for change 
instead of reacting to it 



Objectives 

• Workforce planning pitfalls 

• Align to department’s strategic direction 

• Establish steering committee 

• Secure executive support 

• Collect workforce data 



Workforce Planning Pitfalls 

• Plan not sponsored by Executive Staff 

• Workforce plan goals unrealistic 

• Plan is too complex 

• Failing to plan for changes 

• Failing to address recruitment 

• Failing to address competencies  



Workforce Planning Pitfalls 

• Failing to provide development opportunities 

• Only HR involved 

• Lack of ownership/accountability 

• Failing to prioritize 

• Failing to incorporate succession planning  

• No metrics for success 



Review Strategic Plan 

• Align to department’s goals and objectives 

• Break strategic plan down by division into 
simple objectives 



http://www.dca.ca.gov/publications/strategicplan.pdf






No Current Strategic Plan? 

• Review previous strategic plan 

• Stakeholder survey 

• Environmental scan  

– SWOT analysis 

• Environmental Trend Report 

• Input from divisions 

http://www.calhr.ca.gov/Documents/wfp-mindtools-swot-analysis-worksheet.pdf


Secure Executive Support 

• Barriers to support 

• Cost context 

– Budget 

– Productivity 

• Statewide issue 

• Plan to use existing resources 

 



Steering Committee 

Workforce planning not solely HR function 

 Committee Member Roles & Responsibilities 

Executive Sponsor Ownership, Resources for success 

Workforce Plan Project Manager Facilitation, Coordination, Develop 

goals and strategies 

Human Resources Information, Partnership 

Division/Program Managers Commitment, Input on key positions  



Important Contributors 

Important Contributor Roles & Responsibilities 

Frontline Supervisors Implementation,  Identify skill and 
knowledge gaps 

Employees Knowledge, Provide feedback 

• Download a detailed list of the Steering 
Committee and Important 
Contributors’ Roles & Responsibilities  

http://www.calhr.ca.gov/Documents/wfp-steering-committee-and-important-contributors.pdf


Steering Committee 

Securing support  

• Increase personal connection to process 

• Bring attention to risks associated with failure 
to plan 



Workforce Planning Data 

• Types of data 

• Collection procedures 

• Analysis strategies 

 



Statewide Data 

• US and California labor market trends 

• State government characteristics 

• Context for your department’s workforce 
planning effort 



Recommended Sources of Statewide Data 

• Bureau of Labor Statistics 

• Employment Development Department 

• Census of State Government Employment 

• Bureau of State Audits’ High Risk Reports  

• CalHR’s State Employee Demographics 

• CalPERS’ State Worker Retirements Data 

http://www.bls.gov/bls/employment.htm
http://www.bls.gov/bls/employment.htm
http://www.labormarketinfo.edd.ca.gov/
http://www.labormarketinfo.edd.ca.gov/
http://www.labormarketinfo.edd.ca.gov/
http://www.governing.com/gov-data/public-workforce-salaries/state-government-employment-by-agency-job-type-current-historical-data.html
http://www.governing.com/gov-data/public-workforce-salaries/state-government-employment-by-agency-job-type-current-historical-data.html
http://www.governing.com/gov-data/public-workforce-salaries/state-government-employment-by-agency-job-type-current-historical-data.html
http://www.bsa.ca.gov/pdfs/reports/2008-605.pdf
http://www.bsa.ca.gov/pdfs/reports/2008-605.pdf
http://www.bsa.ca.gov/pdfs/reports/2008-605.pdf
http://www.bsa.ca.gov/pdfs/reports/2008-605.pdf
http://www.bsa.ca.gov/pdfs/reports/2008-605.pdf
http://www.calhr.ca.gov/state-hr-professionals/Pages/workforce-planning-demographics.aspx
http://www.calhr.ca.gov/state-hr-professionals/Pages/workforce-planning-demographics.aspx
http://www.calhr.ca.gov/state-hr-professionals/Pages/workforce-planning-demographics.aspx
http://www.calhr.ca.gov/Documents/wfp-calpers-2014-jan-feb-march-state-worker-retirements.pdf
http://www.calhr.ca.gov/Documents/wfp-calpers-2014-jan-feb-march-state-worker-retirements.pdf
http://www.calhr.ca.gov/Documents/wfp-calpers-2014-jan-feb-march-state-worker-retirements.pdf


Department Data 

• Division/program input is an excellent place to 
start gathering department data 



How do I get Division/Program Input? 

• Consider using the Workforce Planning Survey 
& Development Tool 

http://www.calhr.ca.gov/Documents/wfp-workforce-planning-survey-and-development-tool.pdf
http://www.calhr.ca.gov/Documents/wfp-workforce-planning-survey-and-development-tool.pdf
http://www.calhr.ca.gov/Documents/wfp-workforce-planning-survey-and-development-tool.pdf


Department Data 

• In addition to division/program input 

– Records of exiting employees 

– Demographics 

 



MIRS Reports 
Management Information Retrieval System 



MIRS Reports 

Submit MIRS Report Request to Department’s 
Human Resources division 

 

 

 

 

No access?  

Arle Simon 916-324-6577  

 



MIRS Reports 

Employment History  

• Includes current EH transactions plus 24 
months of transactional history 

 
Class Title  Employee 

Name 

Position # Age Seniority 

Service Months 

Status Tenure CBID Transaction 

Code 



 

Gather data for workforce planning 

Refer to sample attached 

Employee History Report: refer to sample attached for data required 

ie: alphabetically by class title 

Current plus 24 
months 

 
 
 

  
 

 

 
 

 N/A 
 semi-annual (recommended) 



MIRS Reports 

 



Filled/Vacant Position Report 

Access through HR Net on CalHR homepage 

http://www.calhr.ca.gov/Pages/home.aspx
http://www.calhr.ca.gov/Pages/home.aspx
http://www.calhr.ca.gov/Pages/home.aspx
http://www.calhr.ca.gov/Pages/home.aspx




Additional Analysis 

• Importance of analyzing your workforce data 
to see where future gaps will occur 

• Assists with continued Executive support 

• Data should have the following fields, 
established positions, filled, vacant, employee 
demographics, current recruitment, length of 
service 



Additional Analysis 
Vacancy Rate 

Class Title

Established 

Positions

Vacant 

Positions

Vacancy 

Percentage Age 50-54 Age 55-59 Age 60-64 Age 65+ Grand Total Recruit

Potential 

Impact

LEGAL SECRETARY 4 2 50.00% 0 1 1 0 2 1 75

ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 14 5 35.71% 2 2 1 0 5 0 70.14

OFFICE TECHNICIAN (GENERAL) 23 7 30.43% 1 5 1 0 7 1 56.52

OFFICE TECHNICIAN (TYPING) 27 8 29.63% 6 3 1 1 11 0 70.3

SENIOR PERSONNEL SPECIALIST 4 1 25.00% 1 3 0 0 4 0 100

STAFF PROGRAMMER ANALYST (SPECIALIST) 40 10 25.00% 9 3 2 0 14 0 60

SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 67 12.2 18.21% 16 7 4 0 27 2 40.5

DATA PROCESSING MANAGER II 24 4 16.67% 7 1 1 0 9 0 58.2

EXECUTIVE SECRETARY II 13 2 15.38% 5 1 1 0 7 0 69.23

PERSONNEL SPECIALIST 13 2 15.38% 2 1 5 1 9 1 76.92

SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 52 8 15.38% 7 12 4 0 23 0 59.61

ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST) 65 7.25 11.15% 13 14 3 0 30 0 57.3

SENIOR PROGRAMMER ANALYST (SPECIALIST) 18 2 11.11% 5 2 1 0 8 0 55.55

STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 64 7 10.94% 15 14 8 1 38 0 70.31

SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30 3 10.00% 5 3 0 1 9 2 40

EXECUTIVE SECRETARY I 11 1 9.09% 4 2 2 0 8 0 81.81

PERSONNEL SUPERVISOR I 3 0 0.00% 1 0 1 0 2 0 66.66

STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 0 1 1 0 2 0 66.66

SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 2 0 0 0 2 0 66.66

INFORMATION SYSTEMS TECHNICIAN 4 0 0.00% 2 0 0 0 2 0 50

DATA PROCESSING MANAGER IV 5 0 0.00% 2 0 0 0 2 1 20

DATA PROCESSING MANAGER III 25 0 0.00% 7 4 3 0 14 0 56

DIGITAL PRINT OPERATOR II 3 0 0.00% 3 0 0 0 3 0 100

OFFICE ASSISTANT (GENERAL) 2 0 0.00% 2 0 0 0 2 0 100

MATERIALS AND STORES SPECIALIST 3 0 0.00% 1 1 0 0 2 0 66.66

STOCK CLERK 1 0 0.00% 0 0 1 0 1 0 100

PROPERTY CONTROLLER II 1 0 0.00% 0 0 1 0 1 0 100

SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 3 0 0.00% 1 0 1 0 2 0 100

SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 4 0 0.00% 1 2 1 0 4 0 100

INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 3 0 0.00% 2 1 0 0 3 0 100



Additional Analysis 
Demographics 

Class Title

Established 

Positions

Vacant 

Positions

Vacancy 

Percentage Age 50-54 Age 55-59 Age 60-64 Age 65+ Grand Total Recruit

Potential 

Impact

LEGAL SECRETARY 4 2 50.00% 0 1 1 0 2 1 75

ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 14 5 35.71% 2 2 1 0 5 0 70.14

OFFICE TECHNICIAN (GENERAL) 23 7 30.43% 1 5 1 0 7 1 56.52

OFFICE TECHNICIAN (TYPING) 27 8 29.63% 6 3 1 1 11 0 70.3

SENIOR PERSONNEL SPECIALIST 4 1 25.00% 1 3 0 0 4 0 100

STAFF PROGRAMMER ANALYST (SPECIALIST) 40 10 25.00% 9 3 2 0 14 0 60

SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 67 12.2 18.21% 16 7 4 0 27 2 40.5

DATA PROCESSING MANAGER II 24 4 16.67% 7 1 1 0 9 0 58.2

EXECUTIVE SECRETARY II 13 2 15.38% 5 1 1 0 7 0 69.23

PERSONNEL SPECIALIST 13 2 15.38% 2 1 5 1 9 1 76.92

SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 52 8 15.38% 7 12 4 0 23 0 59.61

ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST) 65 7.25 11.15% 13 14 3 0 30 0 57.3

SENIOR PROGRAMMER ANALYST (SPECIALIST) 18 2 11.11% 5 2 1 0 8 0 55.55

STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 64 7 10.94% 15 14 8 1 38 0 70.31

SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30 3 10.00% 5 3 0 1 9 2 40

EXECUTIVE SECRETARY I 11 1 9.09% 4 2 2 0 8 0 81.81

PERSONNEL SUPERVISOR I 3 0 0.00% 1 0 1 0 2 0 66.66

STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 0 1 1 0 2 0 66.66

SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 2 0 0 0 2 0 66.66

INFORMATION SYSTEMS TECHNICIAN 4 0 0.00% 2 0 0 0 2 0 50

DATA PROCESSING MANAGER IV 5 0 0.00% 2 0 0 0 2 1 20

DATA PROCESSING MANAGER III 25 0 0.00% 7 4 3 0 14 0 56

DIGITAL PRINT OPERATOR II 3 0 0.00% 3 0 0 0 3 0 100

OFFICE ASSISTANT (GENERAL) 2 0 0.00% 2 0 0 0 2 0 100

MATERIALS AND STORES SPECIALIST 3 0 0.00% 1 1 0 0 2 0 66.66

STOCK CLERK 1 0 0.00% 0 0 1 0 1 0 100

PROPERTY CONTROLLER II 1 0 0.00% 0 0 1 0 1 0 100

SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 3 0 0.00% 1 0 1 0 2 0 100

SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 4 0 0.00% 1 2 1 0 4 0 100

INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 3 0 0.00% 2 1 0 0 3 0 100



Additional Analysis 
compare vacancies with recruitment efforts 

  

• The following equation could assist in determining 

potential impact in most scenarios: (Vacancies + total 

over 50—recruitment)/established positions = 

potential impact. 

• Calculating potential impact percentages helps you 

create classification watch lists that can guide and 

focus your knowledge transfer and recruiting strategies 

for at-risk positions 

 



Additional Analysis 
Potential Impact 

Class Title

Established 

Positions

Vacant 

Positions

Vacancy 

Percentage Age 50-54 Age 55-59 Age 60-64 Age 65+ Grand Total Recruit

Potential 

Impact

LEGAL SECRETARY 4 2 50.00% 0 1 1 0 2 1 75

ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 14 5 35.71% 2 2 1 0 5 0 70.14

OFFICE TECHNICIAN (GENERAL) 23 7 30.43% 1 5 1 0 7 1 56.52

OFFICE TECHNICIAN (TYPING) 27 8 29.63% 6 3 1 1 11 0 70.3

SENIOR PERSONNEL SPECIALIST 4 1 25.00% 1 3 0 0 4 0 100

STAFF PROGRAMMER ANALYST (SPECIALIST) 40 10 25.00% 9 3 2 0 14 0 60

SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 67 12.2 18.21% 16 7 4 0 27 2 40.5

DATA PROCESSING MANAGER II 24 4 16.67% 7 1 1 0 9 0 58.2

EXECUTIVE SECRETARY II 13 2 15.38% 5 1 1 0 7 0 69.23

PERSONNEL SPECIALIST 13 2 15.38% 2 1 5 1 9 1 76.92

SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 52 8 15.38% 7 12 4 0 23 0 59.61

ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST) 65 7.25 11.15% 13 14 3 0 30 0 57.3

SENIOR PROGRAMMER ANALYST (SPECIALIST) 18 2 11.11% 5 2 1 0 8 0 55.55

STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 64 7 10.94% 15 14 8 1 38 0 70.31

SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30 3 10.00% 5 3 0 1 9 2 40

EXECUTIVE SECRETARY I 11 1 9.09% 4 2 2 0 8 0 81.81

PERSONNEL SUPERVISOR I 3 0 0.00% 1 0 1 0 2 0 66.66

STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 0 1 1 0 2 0 66.66

SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 2 0 0 0 2 0 66.66

INFORMATION SYSTEMS TECHNICIAN 4 0 0.00% 2 0 0 0 2 0 50

DATA PROCESSING MANAGER IV 5 0 0.00% 2 0 0 0 2 1 20

DATA PROCESSING MANAGER III 25 0 0.00% 7 4 3 0 14 0 56

DIGITAL PRINT OPERATOR II 3 0 0.00% 3 0 0 0 3 0 100

OFFICE ASSISTANT (GENERAL) 2 0 0.00% 2 0 0 0 2 0 100

MATERIALS AND STORES SPECIALIST 3 0 0.00% 1 1 0 0 2 0 66.66

STOCK CLERK 1 0 0.00% 0 0 1 0 1 0 100

PROPERTY CONTROLLER II 1 0 0.00% 0 0 1 0 1 0 100

SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 3 0 0.00% 1 0 1 0 2 0 100

SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 4 0 0.00% 1 2 1 0 4 0 100

INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 3 0 0.00% 2 1 0 0 3 0 100



Additional Analysis 
Potential Impact 

Class Title

Established 

Positions

Vacant 

Positions

Vacancy 

Percentage Age 50-54 Age 55-59 Age 60-64 Age 65+ Grand Total Recruit

Potential 

Impact

SENIOR PERSONNEL SPECIALIST 5 1 20.00% 1 3 0 0 4 0 100

DIGITAL PRINT OPERATOR II 3 0 0.00% 3 0 0 0 3 0 100

OFFICE ASSISTANT (GENERAL) 2 0 0.00% 2 0 0 0 2 0 100

STOCK CLERK 1 0 0.00% 0 0 1 0 1 0 100

PROPERTY CONTROLLER II 1 0 0.00% 0 0 1 0 1 0 100

SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 3 0 0.00% 1 0 1 0 2 0 100

SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 4 0 0.00% 1 2 1 0 4 0 100

INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 3 0 0.00% 2 1 0 0 3 0 100

EXECUTIVE SECRETARY I 11 1 9.09% 4 2 2 0 8 0 81.81

PERSONNEL SPECIALIST 13 2 15.38% 2 1 5 1 9 1 76.92

LEGAL SECRETARY 4 2 50.00% 0 1 1 0 2 1 75

STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 64 7 10.94% 15 14 8 1 38 0 70.31

OFFICE TECHNICIAN (TYPING) 27 8 29.63% 6 3 1 1 11 0 70.3

ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 14 5 35.71% 2 2 1 0 5 0 70.14

EXECUTIVE SECRETARY II 13 2 15.38% 5 1 1 0 7 0 69.23

PERSONNEL SUPERVISOR I 3 0 0.00% 1 0 1 0 2 0 66.66

STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 0 1 1 0 2 0 66.66

SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 2 0 0 0 2 0 66.66

MATERIALS AND STORES SPECIALIST 3 0 0.00% 1 1 0 0 2 0 66.66

STAFF PROGRAMMER ANALYST (SPECIALIST) 40 10 25.00% 9 3 2 0 14 0 60

SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 52 8 15.38% 7 12 4 0 23 0 59.61

DATA PROCESSING MANAGER II 24 4 16.67% 7 1 1 0 9 0 58.2

ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST) 65 7.25 11.15% 13 14 3 0 30 0 57.3

OFFICE TECHNICIAN (GENERAL) 23 7 30.43% 1 5 1 0 7 1 56.52

DATA PROCESSING MANAGER III 25 0 0.00% 7 4 3 0 14 0 56

SENIOR PROGRAMMER ANALYST (SPECIALIST) 18 2 11.11% 5 2 1 0 8 0 55.55

INFORMATION SYSTEMS TECHNICIAN 4 0 0.00% 2 0 0 0 2 0 50

SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 67 12.2 18.21% 16 7 4 0 27 2 40.5

SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30 3 10.00% 5 3 0 1 9 2 40

DATA PROCESSING MANAGER IV 5 0 0.00% 2 0 0 0 2 1 20

re-sort 



Additional Analysis 
Review Length of State Service 

• IMPORTANT:  Although knowing the average age 
of retirement assists you in identifying a potential 
upcoming retirement, it is not the only factor.   

• Review your employees length of state service to 
determine additional probability of upcoming 
retirement.   

• If the employee is at or near the average age of 
retirement and has enough state service to be 
vested with medical the more likely they are to 
retire in the near future. 

 



Additional Analysis 
Review Job Specifications 

Staff Information Systems Analyst (Specialist) 
• Either I 
 One year of experience in the California state service performing duties 
 comparable to an Associate Information Systems Analyst (Specialist) or an 
 Associate Information Systems Analyst (Supervisor). 
• Or II 
 Two years of progressively responsible analytical experience performing a 
 variety of information technology systems analysis, design, development, 
 installation, implementation, procurement, or technical support duties in 
 connection with information technology systems, multifunction office 
 automation systems, microcomputer systems, or teleprocessing networks or 
 analysis of operational methods and designing information technology 
 systems to meet desired results. At least one year of this experience must 
 include leadership on an information technology project, or participation 
 with other analysts on information technology systems studies of complex 
 nature or broad scope. 
• Or III 
 Thirty semester units or 45 quarter units of graduate work in information 
 technology-related coursework from a recognized college or university. 

 



Additional Analysis 
Review Job Trends 



Additional Analysis 
Potential Impact 

Class Title

Established 

Positions

Vacant 

Positions

Vacancy 

Percentage Age 50-54 Age 55-59 Age 60-64 Age 65+ Grand Total Recruit

Potential 

Impact

SENIOR PERSONNEL SPECIALIST 5 1 25.00% 1 3 0 0 4 0 100

DIGITAL PRINT OPERATOR II 3 0 0.00% 3 0 0 0 3 0 100

OFFICE ASSISTANT (GENERAL) 2 0 0.00% 2 0 0 0 2 0 100

STOCK CLERK 1 0 0.00% 0 0 1 0 1 0 100

PROPERTY CONTROLLER II 1 0 0.00% 0 0 1 0 1 0 100

SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 3 0 0.00% 1 0 1 0 2 0 100

SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 4 0 0.00% 1 2 1 0 4 0 100

INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 3 0 0.00% 2 1 0 0 3 0 100

EXECUTIVE SECRETARY I 11 1 9.09% 4 2 2 0 8 0 81.81

PERSONNEL SPECIALIST 13 2 15.38% 2 1 5 1 9 1 76.92

LEGAL SECRETARY 4 2 50.00% 0 1 1 0 2 1 75

STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 64 7 10.94% 15 14 8 1 38 0 70.31

OFFICE TECHNICIAN (TYPING) 27 8 29.63% 6 3 1 1 11 0 70.3

ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 14 5 35.71% 2 2 1 0 5 0 70.14

EXECUTIVE SECRETARY II 13 2 15.38% 5 1 1 0 7 0 69.23

PERSONNEL SUPERVISOR I 3 0 0.00% 1 0 1 0 2 0 66.66

STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 0 1 1 0 2 0 66.66

SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 3 0 0.00% 2 0 0 0 2 0 66.66

MATERIALS AND STORES SPECIALIST 3 0 0.00% 1 1 0 0 2 0 66.66

STAFF PROGRAMMER ANALYST (SPECIALIST) 40 10 25.00% 9 3 2 0 14 0 60

SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 52 8 15.38% 7 12 4 0 23 0 59.61

DATA PROCESSING MANAGER II 24 4 16.67% 7 1 1 0 9 0 58.2

ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST) 65 7.25 11.15% 13 14 3 0 30 0 57.3

OFFICE TECHNICIAN (GENERAL) 23 7 30.43% 1 5 1 0 7 1 56.52

DATA PROCESSING MANAGER III 25 0 0.00% 7 4 3 0 14 0 56

SENIOR PROGRAMMER ANALYST (SPECIALIST) 18 2 11.11% 5 2 1 0 8 0 55.55

INFORMATION SYSTEMS TECHNICIAN 4 0 0.00% 2 0 0 0 2 0 50

SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 67 12.2 18.21% 16 7 4 0 27 2 40.5

SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30 3 10.00% 5 3 0 1 9 2 40

DATA PROCESSING MANAGER IV 5 0 0.00% 2 0 0 0 2 1 20



Additional Analysis 
Turnover 

• Turnover rate is determined by the following 
calculation: 

 Divide the number of employees in a 
classification that left during the last twelve 
months by the total number of employees you 
have in that classification.  Exclude promotions, 
retirements and dismissals. 

NOTE:  Turnover rates from 15 – 20% are cause 
for concern. 



Additional Analysis 
Transfer Data 

• Transfer data should be captured from exit 
interviews or by position control. 

• Lateral transfers account for a significant 
impact on your workforce 



Attrition Rate 

• The attrition rate is calculated as follows: 

 

All retirements (both disability and service 
retirements)/# of filled positions in class during 
twelve month period. 



CLASS 

CODE CLASS TITLE

POTENTIAL 

IMPACT

TURNOVER 

PERCENTAGE

ATTRITION 

RATE

LATERAL 

TRANSFER

1317 SENIOR PERSONNEL SPECIALIST 100.00% 25.02% 0.00% 26.87%

1412 DIGITAL PRINT OPERATOR II 100.00% 0.00% 0.00% 0.00%

1441 OFFICE ASSISTANT (GENERAL) 100.00% 0.00% 50.00% 0.00%

1509 STOCK CLERK 100.00% 0.00% 100.00% 0.00%

1549 PROPERTY CONTROLLER II 100.00% 0.00% 0.00% 0.00%

1558 SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 100.00% 33.33% 0.00% 10.00%

1559 SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 100.00% 0.00% 0.00% 0.00%

1562 INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 100.00% 33.33% 0.00% 12.00%

1247 EXECUTIVE SECRETARY I 81.81% 0.00% 0.00% 0.00%

1303 PERSONNEL SPECIALIST 76.92% 20.00% 0.00% 23.00%

1282 LEGAL SECRETARY 75.00% 0.00% 0.00% 0.00%

1312 STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 70.31% 5.00% 6.25% 12.62%

1139 OFFICE TECHNICIAN (TYPING) 70.30% 4.34% 0.00% 8.00%

1579 ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 70.14% 7.14% 7.14% 10.00%

1245 EXECUTIVE SECRETARY II 69.23% 3.00% 0.00% 0.00%

1304 PERSONNEL SUPERVISOR I 66.66% 0.00% 0.00% 14.00%

1316 STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 66.66% 0.00% 0.00% 16.00%

1506 MATERIALS AND STORES SPECIALIST 66.66% 0.00% 0.00% 0.00%

1340 SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 66.00% 0.00% 0.00% 10.00%

1581 STAFF PROGRAMMER ANALYST (SPECIALIST) 60.00% 5.00% 5.70% 14.00%

1337 SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 59.61% 5.76% 0.00% 5.00%

1470 ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST)57.30% 3.07% 0.00% 15.00%

1138 OFFICE TECHNICIAN (GENERAL) 56.52% 8.69% 4.34% 10.00%

1393 DATA PROCESSING MANAGER III 56.00% 0.00% 0.00% 4.00%

1583 SENIOR PROGRAMMER ANALYST (SPECIALIST) 55.55% 0.00% 0.00% 10.00%

1360 INFORMATION SYSTEMS TECHNICIAN 50.00% 25.00% 0.00% 12.00%

1384 DATA PROCESSING MANAGER II 50.00% 4.16% 0.00% 12.00%

1373 SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 40.50% 1.49% 1.49% 20.00%

1367 SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30.00% 3.33% 0.00% 4.00%

1387 DATA PROCESSING MANAGER IV 20.00% 0.00% 0.00% 0.00%



CLASS 

CODE CLASS TITLE

POTENTIAL 

IMPACT

TURNOVER 

PERCENTAGE

ATTRITION 

RATE

LATERAL 

TRANSFER

ACTUAL 

IMPACT

1509 STOCK CLERK 100.00% 0.00% 100.00% 0.00% 33.33%

1317 SENIOR PERSONNEL SPECIALIST 100.00% 25.02% 0.00% 26.87% 17.30%

1441 OFFICE ASSISTANT (GENERAL) 100.00% 0.00% 50.00% 0.00% 16.67%

1562 INFORMATION SYSTEMS TECHNICIAN SPECIALIST I 100.00% 33.33% 0.00% 12.00% 15.11%

1558 SYSTEMS SOFTWARE SPECIALIST II (SUPERVISORY) 100.00% 33.33% 0.00% 10.00% 14.44%

1303 PERSONNEL SPECIALIST 76.92% 20.00% 0.00% 23.00% 14.33%

1360 INFORMATION SYSTEMS TECHNICIAN 50.00% 25.00% 0.00% 12.00% 12.33%

1581 STAFF PROGRAMMER ANALYST (SPECIALIST) 60.00% 5.00% 5.70% 14.00% 8.23%

1579 ASSOCIATE PROGRAMMER ANALYST (SPECIALIST) 70.14% 7.14% 7.14% 10.00% 8.09%

1312 STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 70.31% 5.00% 6.25% 12.62% 7.96%

1138 OFFICE TECHNICIAN (GENERAL) 56.52% 8.69% 4.34% 10.00% 7.68%

1373 SYSTEMS SOFTWARE SPECIALIST II (TECHNICAL) 40.50% 1.49% 1.49% 20.00% 7.66%

1470 ASSOCIATE INFORMATION SYSTEMS ANALYST (SPECIALIST)57.30% 3.07% 0.00% 15.00% 6.02%

1384 DATA PROCESSING MANAGER II 50.00% 4.16% 0.00% 12.00% 5.39%

1316 STAFF INFORMATION SYSTEMS ANALYST (SUPERVISOR) 66.66% 0.00% 0.00% 16.00% 5.33%

1304 PERSONNEL SUPERVISOR I 66.66% 0.00% 0.00% 14.00% 4.67%

1139 OFFICE TECHNICIAN (TYPING) 70.30% 4.34% 0.00% 8.00% 4.11%

1337 SENIOR INFORMATION SYSTEMS ANALYST (SPECIALIST) 59.61% 5.76% 0.00% 5.00% 3.59%

1340 SENIOR INFORMATION SYSTEMS ANALYST (SUPERVISOR) 66.00% 0.00% 0.00% 10.00% 3.33%

1583 SENIOR PROGRAMMER ANALYST (SPECIALIST) 55.55% 0.00% 0.00% 10.00% 3.33%

1367 SYSTEMS SOFTWARE SPECIALIST III (TECHNICAL) 30.00% 3.33% 0.00% 4.00% 2.44%

1393 DATA PROCESSING MANAGER III 56.00% 0.00% 0.00% 4.00% 1.33%

1245 EXECUTIVE SECRETARY II 69.23% 3.00% 0.00% 0.00% 1.00%

1412 DIGITAL PRINT OPERATOR II 100.00% 0.00% 0.00% 0.00% 0.00%

1549 PROPERTY CONTROLLER II 100.00% 0.00% 0.00% 0.00% 0.00%

1559 SYSTEMS SOFTWARE SPECIALIST III (SUPERVISORY) 100.00% 0.00% 0.00% 0.00% 0.00%

1247 EXECUTIVE SECRETARY I 81.81% 0.00% 0.00% 0.00% 0.00%

1282 LEGAL SECRETARY 75.00% 0.00% 0.00% 0.00% 0.00%

1506 MATERIALS AND STORES SPECIALIST 66.66% 0.00% 0.00% 0.00% 0.00%

1387 DATA PROCESSING MANAGER IV 20.00% 0.00% 0.00% 0.00% 0.00%

Average     =  



Classification Risk Assessment Tool 

• Systematically apply workforce data 
• Prioritize classifications based on risk level 
• Consider all major risk areas: 

- Retirements 
- Retention  
- Mission-critical 
- Recruitment 

• Download the Classification Risk Assessment 
Flowchart 

http://www.calhr.ca.gov/Documents/wfp-risk-assessment-flowchart-with-intro.pdf
http://www.calhr.ca.gov/Documents/wfp-risk-assessment-flowchart-with-intro.pdf


Coming Soon:  
Recruitment and Retention Program Reports 

Employee Entrance Survey (EES) 

• Voluntary, anonymous 
online survey for all NEW 
employees to department 

• Share what brought them in 
and perceptions of hiring 
process 

• Data helps improve 
recruitment strategies 

Retention Strategy Survey 

• Voluntary, anonymous 
online survey for ALL exiting 
employees 

• Share perceptions and 
reasons for leaving 

• Data helps develop 
retention strategies 



Employee Entrance Survey 

 

15% 
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30% 

25% 

5% 
5% 

How did you first hear about the position? 

Vacant Positions Database (VPOS) – 
state employees job search site 

Department website

Word of mouth

Employment Development
Department  (job center or website)

Career center (specify career center
location in the "Other" field below):

Job fair (specify job fair
location/sponsor in the "Other" field
below):



Employee Entrance Survey 
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What other factors were also important in your decision to apply 
to state service? Choose all that apply. 



Retention Strategy Survey 

0%

20%

40%

60%

80%

B
e

tt
e

r 
g

ro
w

th
 o

p
p

o
rt

u
n

it
y

H
ig

h
e

r 
p

a
y

P
e

rs
o

n
a

l 
o

r 
fa

m
ily

 r
e

a
s
o

n
s

C
o

n
fl
ic

t 
w

it
h

 m
a

n
a

g
e

rs

B
e

tt
e

r 
c
o

m
m

u
te

C
a

re
e

r 
c
h

a
n

g
e

B
e

tt
e

r 
re

ti
re

m
e

n
t/

p
e

n
s
io

n

M
o

re
 f

le
x
ib

le
 s

c
h

e
d

u
le

B
e

tt
e

r 
m

e
d

ic
a

l 
b

e
n

e
fi
ts

B
e

tt
e

r 
w

o
rk

/l
if
e

 b
a

la
n

c
e

C
o

n
fl
ic

t 
w

it
h

 c
o

w
o

rk
e

rs

R
e

lo
c
a

ti
o

n
/m

o
v
e

F
u

rl
o

u
g

h
/c

o
m

p
e

n
s
a

ti
o

n
c
h

a
n

g
e

Please indicate your reasons for leaving state service (select all that apply): 



Retention Strategy Survey 

 Part I: The Job 

Answer Options 
Strongly 
Disagree 

Disagree Neutral Agree 
Strongly 
Agree 

Response 
Count 

My job was challenging 19 5 4 3 10 41 

Expectations were clearly 
communicated 

6 9 4 6 16 41 

My workload was reasonable 7 7 9 12 6 41 

There were ample promotional 
opportunities 

14 12 4 7 4 41 

I had opportunities to apply my skills 
effectively 

7 6 7 14 7 41 

I received adequate training to 
perform my job duties 

6 5 10 14 6 41 

I had sufficient resources to perform 
my job duties 

5 4 15 12 5 41 

The department encouraged and 
accepted diversity in the work place 

4 6 12 15 4 41 

The leadership at this department 
was committed to diversity 

7 5 11 12 6 41 

answered question 41 

skipped question 3 

 


