Steering Committee Roles and Responsibilities

A Steering Committee is a group of key stakeholders within an organization. It brings together HR, managers, DEl and EEO
officers, and leadership to create a workforce plan that meets future staffing needs and promote diversity. This team provides
input, guidance, and support to align workforce planning with strategic goals.

What are the Steering Committee Roles and Responsibilities?

The Steering Committee Roles and Responsibilities guide organizations in identifying team members who will provide input
and support for workforce planning efforts. It maximizes limited resources by enabling flexible participation and collaboration to
advance mission-critical priorities and initiatives.

When to Use it?

Use this guide when your organization is ready to assemble the team for workforce planning, typically at the beginning of
the process. Secure executives buy-in first to ensure resource allocation and leadership support.

Who Uses It?
Individuals tasked with leading workforce planning efforts use this.

How to Use it?
The guide identifies:
¢ Which areas committee members typically come from.
e Each member’s roles and responsibilities.
e The benefits of their involvement.
e Why is their participation critical.
e Categories of involvement:
o Essential-Roles that are critical for the success of workforce planning.
o Recommended-Roles that strengthen the process and promote inclusivity.
o As Needed-Roles that provide specialized expertise when required.
Please Note: Every organization is unique, varied in size and structure. We understand that you may not have all of these
roles, and some individuals may wear multiple hats. Feel free to use whichever roles apply to your organization to make
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your workforce planning process easier and more effective. Our goal is to provide tools and guidance that help you
succeed.

For Assistance

Contact CalHR'’s Statewide Workforce Planning Unit at wip@calhr.ca.gov with any questions or feedback on the Steering
Committee Roles and Responsibilities.

Connect. Communicate. Collaborate. Let’s Drive Workforce Planning Forward!

Essential Executive e Own workforce planning e Links top Ensures
Sponsor process management and leadership
e Provide oversight and guidance external stakeholders | commitment and
e Allocate resources ¢ Integrates workforce | resource
e Make decisions plan with strategic allocation for
e Communicate progress initiatives success

internally and externally
Ensure alignment with strategic

plan
Essential Workforce e Lead strategy development e Applies project Provides
Plan Project |« Coordinate planning strategies management skills to | structure,
Manager e Facilitate committee operations workforce planning accountability,
e Collaborate across divisions and coordination
e Develop goals and performance across all phases
measures

Work with HR to gather data
e Analyze skill and supply gaps
Present reports
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Essential Human e Provide workforce data Drives data collection | Ensures accurate
Resources e Partner with supervisors and Shares key workforce data
project manager to identify gaps knowledge about and compliance
o Offer HR process expertise staffing processes with HR policies
e Assist with defining classification
competencies
Essential Division/Prog | ¢ Identify desired changes and Provides vision for Ensures
ram impacts division’s future workforce
Managers e Commit to workforce plan Aligns division goals | planning drives
e Assist in developing goals overall
e Prioritize resources organizational
e Identify key positions effectiveness
e Hold staff accountable
Recommended | DEI e Integrate diversity, equity, and Enhances Builds a
Specialist inclusion principles into organizational culture | workforce that
workforce planning Improves reflects
e Recommend strategies for representation and organizational
inclusive recruitment and engagement values and
retention community
diversity
Recommended | Frontline o |dentify skill gaps Provides valuable Brings real-time
Supervisors o Offer creative strategies operational data insight into
e Participate in strategy Implements plans at | workforce
development local level challenges and
solutions

Implement action plans locally
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Recommended | Employees Provide feedback Direct knowledge of Ensure plans are
(Key Share knowledge duties and required practical and
Positions) Assess competencies needed skills informed by those
for critical functions doing the work
As Needed Organization Assess organizational structure Improves Ensures
Development and culture organizational health | workforce
(OD) Specialist Recommend strategies for long- and adaptability planning drives
term workforce effectiveness Supports workforce overall
Facilitate leadership and strategies organizational
pipeline development effectiveness
Align workforce planning with
organizational goals
As Needed Change Develop change management Reduces resistance to | Ensures smooth
Management strategies change implementation of
Specialist Create communication Improves adoption of | workforce
Assess readiness and impact of workforce initiatives planning

workforce changes
Support employees through
transitions
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