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Succession planning is the
screening, identifying, and

approving a qualified fill for a
soon-to-be-vacated leadership
position or a key talent position. 

 
This guide will address how to

identify the knowledge, skills, and
abilities of the employee departing

in order to support knowledge
transfer.

 
As you read this short guide,

consider what else you will need for
a candidate to know in and about
the position and the maximum

amount of time you can provide for
a turnover.

 

NEXT:
KNOWLEDGE
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What is Succession
Planning?
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Conduct a thorough walk-thru of
any site responsibilities.
At a minimum, conduct introduction
meetings with all customers, direct
reports, and support staff.   

Identify the Knowledge Needed
 

Work with the departing employee to
capture their tacit and explicit
knowledge about the position,
collateral duties, and any insights or
nuances they have gained in the
organization.

Make as much of the tacit knowledge
explicit as possible.

To understand the processes and
people, both the incoming and
outgoing personnel should:

 

NEXT: 
SKILLS
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Identify the Skills Needed

If you don't know all of the skills that
the person leaving the company has,
with that person, identify all necessary
skills needed for the position.

Ensure the person identified to take
over the position has the skills or has
time to learn the skills for the position.
This may require specific training or
certifications.

Skills may include public speaking,
understanding financial statements,
and working through the business
development processes.

 

NEXT:
ABILITIES
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Identify the Abilities Needed

If the abilities aren't identified in the
job description, you'll need to have
the departing employee identify the
areas the know-how they have
gained.

When selecting the relief, require
proof that they have the abilities or
have the potential to become
capable to support the position
before the employee departs. 

Some abilities may include mentoring
up and down the ladder, being
diplomatic in difficult situations, and
finding common ground.

 

NEXT:
CONTACT ME



Contact
Me
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When you are ready to implement or
improve your knowledge transfer

process in support of your succession
planning, please contact me at

 
 cjyoung@cjyoungconsulting.com 

 
or set up a call for a free, 30-min

discussion to discuss options of how I can
help:

 
https://calendly.com/cjyoungconsulting

/30mingetttingacquainted


