®

toolkit for business

HR Planning,
Employee Reskilling and Retention

O*NET at Work:

Two important challenges in today’s
workplace are 1) how to keep up with
the changing skills requirements of jobs
and 2) how to retain employees with the
proper skills. This example application
shows how Reliant Bank used O*NET® to
help address these challenges.

The Employer’s Challenge
Reliant Bank, a medium-sized ﬁnancial services company, has
had difﬁculty ensuring that it has employees with the right skills to
handle its computer and information technology applications.
With changes in hardware and software technology, as well as
user requirements, the company has needed to continuously
work on reskilling its workforce.
The President of Reliant Bank feels that it has had too much
turnover from its computer and information technology (IT) jobs.
Exit interviews have indicated that a primary reason for turnover
is that employees want to upgrade their skills and be positioned
for career advancement opportunities.
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The bank has not had a framework for addressing these issues.
Sharon Rogers, the Human Resources (HR) Manager, determined
that the O*NET system provides the framework and tools to help
address these challenges. The following examples show how the
HR manager addressed 1) Human Resource Planning — the
identiﬁcation of future skills requirements and how to position the
organization for fulﬁlling these requirements, and 2) Employee
Retention — facilitating the development of employees and
positioning them for career advancement opportunities when
they become available.

Example 1

Human Resource Planning

Human Resource Planning addresses the organization’s future employee
needs by providing a systematic process for determining current versus
future knowledge and skill requirements. It requires identifying the types of
knowledge, skills, and abilities needed at a future point in time and then
comparing this to what is currently available. The difference, or gap, may then
be addressed.
Work analysis information, as provided by O*NET, can be a critical
component of an effective HR Planning process. The Reliant HR Manager
decided to use O*NET to help address the organization’s HR Planning and
employee reskilling and retention issues.
The HR Manager also determined that the greatest need was in the area of
information technology. Speciﬁcally, the needs were in hardware and
software application support. She took these steps:
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Occupation Quick Search enables
the user to search for occupations by
keyword or code. It can be accessed
in the header of each O*NET OnLine
screen or by selecting Find
Occupations on the home page.
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Step 1:

Identify future staff needs.

The HR Manager met with line managers to identify future staff needs. They
decided to concentrate on deﬁning needs two years in the future. The strategic
business plan for the next two years was reviewed. To accomplish its business plan,
Reliant Bank needed approximately an eight percent (8%) increase in staff for
computer hardware and software support.

Step 2:

Deﬁne Work and Worker Requirements
of future staff needs

The HR Manager reviewed information in O*NET OnLine. She accessed the
Internet and typed in https://www.onetonline.org.
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More information was needed on the nature of
work in computer maintenance and support.
The user went to the Find Occupations screen
and selected Computer and Mathematical under
Job Family.
The user then selected Go.
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On the Job Family list screen the user selected “Computer
User Support Specialists.” The Summary Report for this
occupation was displayed. However, the HR Manager wished
to customize the report and so she chose Custom on the
View Report line.
Next, the user chose to investigate
Tasks, Knowledge, Skills, and Abilities
by checking the appropriate boxes
within the Custom Report Menu.

For selected O*NET Descriptors on the Custom
Report Menu, users can choose the minimum
score for the items displayed and the type of
scale.
The user selected the Level scale for
Knowledge and Skills.
The user then selected Go.
The user reviewed the key tasks of Computer User
Support Specialists. The list of tasks in O*NET
provides clarity about the application of
Knowledge, Skills, and Abilities.
Tasks are listed here.

Next, the user
Knowledge areas.

reviewed

the

Users can download the tables for
selected O*NET descriptors by
clicking on the “save table” link.

Knowledge areas are listed in
descending order by Level.

The user then reviewed the Skills.

Skill areas are presented in
descending order for Computer
User Support Specialists.

The user then reviewed the Abilities.
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Abilities are listed in descending
order of Importance.

Step 3:

For gaps,
deﬁne Knowledge, Skills,
and Abilities required.
The HR Manager compiled the
O*NET information into a listing for
the target job. This was reviewed by
the IT manager and selected
members of the IT staff. They
reported that the information was an
excellent framework for the “job of
the future.” They added additional
information that was speciﬁc to
Reliant Bank’s hardware and software
environment and completed the
effort within an hour.

Step 4:
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Create a master plan for acquiring or
repositioning employees to address future
needs.

The HR Manager then worked with line managers to develop a concrete plan
of action for developing and acquiring employees with the required skills. A
description of the jobs and job requirements was posted for current
employees.

Example 2

Employee Reskilling and Retention

The second issue that the HR Manager addressed was employee reskilling and retention. What skills are required
in the future? How can employees assure that they have the skills that will enable them to advance in their career?
When employees feel that they have advancement opportunities, they are more inclined to stay with the
organization.

Step 1:

Identify future Knowledge, Skill, and Ability needs.

The Knowledge, Skill, and Ability
requirements that were deﬁned in Example
1 were used. In addition, the HR Manager
printed out the Summary Report for
Computer User Support Specialists.
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The Summary Report displays
the most important variables
within each available category
for the occupation of interest.

Step 2:

Identify current Knowledge, Skill,
and Ability levels.

Selected employees completed O*NET Knowledge, Skill, and Ability
questionnaires. These questionnaires were downloaded from the O*NET Resource
Center website at https://www.onetcenter.org/questionnaires.html. An analysis
of this information identiﬁed current knowledge, skill, and ability levels.

Step 3:

Identify gaps and development opportunities.

The current Knowledge, Skills, and Abilities levels were compared to the
future needs. Where gaps were identiﬁed, the employer took steps to
supplement current training in preparation for future requirements.

Step 4:

Communicate career opportunities and
development requirements.

Reliant Bank communicated to its employees about its future requirements
and the knowledge, skills, and abilities needed. Where employees identiﬁed
gaps, they initiated efforts to acquire the necessary knowledge, skills, or
abilities. This positioned them for future job opportunities within the
organization.
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As a result of these actions employee turnover was reduced.

Beneﬁts to the Employer
The employer realized a number of beneﬁts by using O*NET, including:

Creating a concrete strategy for
addressing its future employee
needs.

Saving time by leveraging
O*NET technology and
information.

Reducing employee turnover in
mission critical jobs.

Incurring no additional expense
and remaining within existing
budgets.

Developing consistent and
thorough job descriptions.

Adopting a framework for
deﬁning jobs and work and
ensuring that the organization
had a thorough and systematic
means of deﬁning jobs and
worker requirements across the
organization.
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