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Introduction 

Th is  s ucc es s ion  p lann ing  f ramework  i s  in  r es ponse  t o  the  ac t i on  p l an  
i n  t he  St r a teg i c  P lan  2002 - 2005 ,  “dev e lop  a  p r oc ess  f o r  success ion  
p l ann ing  t o  ensure  s ta f f  r o les  a re  e f f ec t i ve ly  f i l l ed  as  ind iv idua ls  w i t h  
l ong - t e rm s e rv i ce  leav e  t he  o r gan i za t ion . ”  W i th  t he  St ra teg ic  P lan ’s  f ocus  
on  goa ls  and  ac t i ons  t o  deve lop  and  sus ta in  a  s t r ong  o rgan i za t ion  t ha t  
wou ld  e f f ec t i ve l y  mee t  t he  needs  o f  c l i en ts ,  s ta f f ,  boar d  and  o the r  
s tak eho lde rs ,  a  succ ess ion  p lann ing  p r ocess  i s  bo th  necessa r y  and  
c r i t i c a l .   

Th is  f r amework  p rov ides  a  phased  appr oach  f o r  OLS -  NO RTH t o  
es tab l i sh  a  s uc cess ion  p lann ing  p rocess  t ha t  w i l l  e ven tua l l y  r es u l t  i n  a  
dynam ic ,  e f f ec t i ve  p rog ram  f o r  manag ing  r ep lacement ,  success ion ,  
l eaders h ip  deve lopment ,  and  ca r eer  deve lopment .  I t  i s  phased  bec ause  
deve lop ing ,  im p lement ing  and  in teg ra t i ng  t he  p rocess  in t o  an  
o rgan i za t ion  t ak es  t ime ,  c omm i tmen t  and  ever yone ’s  engagem ent  –  
Board ,  m anag ement  and  s ta f f .  I n  add i t i on ,  t he  p rocess  mus t  be  d i rec t l y  
a l igned  w i t h  OLS -  NO RTH ’s  s t ra t eg ies .   

Th is  docum ent  ou t l i nes  Phase  1 ,  t o  be  imp lement ed  in  2004 ,  in  de ta i l ,  
and  a  d ra f t  o f  Phas e  2 .  Phase  1  w i l l  f ocus  on  rep lac ement  p lann ing  f o r  
managem ent ;  Phas e  2  w i l l  f ocus  on  leaders h ip  and  ca reer  deve lopment  
f o r  t he  en t i r e  o rgan i za t i on .  I t  w i l l  be  exp lo red  i n  more  dep th  f o l l ow ing  the  
deve lopment  o f  t he  s t r a teg ic  p l an  f o r  2005 -2008 .  

Background 

Good m anagement  i n  a l l  o rgan i za t i ona l  a r eas  i s  t o  be  p roac t i ve  –  p lan  
f o r  con t ingenc ies  –  manage  r i sk s  –  and  f oc us  on  t he  f u tu r e  wh i le  
r egu la r l y  g l anc ing  a r ound  f o r  po ten t i a l  d i s r up t i ons  and  acc e le r a t ion  
po in ts .   Succ ess ion  p lann ing  i s  good  management .  I t  i s  a  p roac t i ve  
managem ent  p roc es s  t o  ens ure  

 “ t he  con t i nued  e f f ec t i ve  pe r fo rm anc e  o f  an  o rgan i za t i on  o r  
wor kg r oup  by  mak ing  p rov is ion  f o r  the  deve lopm ent  and  
r ep lacem ent  o f  key  peop le  ov e r  t im e . ” 1 

Put  s imp l y,  t he  goa l  o f  a  success ion  p l ann ing  p rocess  i s  t o  have  
the  r igh t  peop le  in  t he  r igh t  p l aces  a t  t he  r igh t  t imes .  

 The  gu id ing  p r inc i p les  wh i ch  w i l l  mak e  t he  f ramework  
e f f ec t i ve  and  va l i d  f o r  a l l  t hose  i nvo l ved  a r e :  
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-  Board  and  sen io r  management ’s  f u l l  pa r t i c ipa t ion  and  
s uppor t  i n  t he  deve lopment ,  imp lementa t ion  and  
evo l vement  o f  t he  p rog ram  

-  Managem ent ’s  accoun tab i l i t y  f o r  ensu r i ng  t he  p rog ram  is  
under way  i n  a l l  un i t s ;  t h i s  ac coun tab i l i t y  mus t  be  
r e f l ec t ed  in  t he  r espons ib i l i t i es  o f  a l l  manager s  

-  Open  comm un ic a t ion  o f  t he  p lan  w i t h  a l l  em p loyees ;  
em p loyees  and  m anagers  mus t  f ee l  comf o r tab le  
d i sc uss ing  t he  ca r eer  goa ls  and  the  s t eps  needed  to  
r ea l i ze  t hese   

-  Managem ent  and  em p loyees ’ f oc us  on  t ypes  o f  r o les  
r a the r  t han  spec i f i c  pos i t i ons  s i nc e  pos i t i ons  t end  to  
c hange  qu ick l y  i n  t oday ’s  sh i f t i ng  env i r onment  

  

 

Framework Overview 

The  f ramework  i s  bas ed  on  the  p rem is e  t ha t  s ucc ess ion  
managem ent  beg ins  w i t h  rep lac ement  p lann ing  f o r  s en io r  
managem ent  and  evo l ves  t o  leaders h ip  deve lopm ent  and  ca r eer  
p l ann ing  f o r  a l l  emp loyees .  

Phase  1  w i l l  f ocus  on :  

  Rep lac ement   P lann ing :  CEO and  Managem ent  Pos i t i ons  
Phase  2  w i l l  f ocus  on :  

  Leader sh ip  and  Car eer  Deve lopment  f o r  OLS -  NO RTH 
 

Phase 1:  

 Implement Replacement Plans for CEO and Management Positions  

Replacem ent  P lans :  CEO and Managem ent  Pos i t i ons  

The  ob jec t i ve  o f  t he  rep lac ement  p l ans  i s  t o  ens ure  t ha t  i n  t he  even t  tha t  
a  sen io r  pos i t i on  beco m es  vac an t :  

1 .  t he  vac anc y  c an  be  f i l l ed  success f u l l y  as  qu ick l y  as  poss ib l e ,  and ,  

2 .  du r ing  t he  in t e r im ,  t he re  i s  m in ima l  d i s r up t i on  t o  t he  o rgan i za t ion ’s  
managem ent  and  bus iness .   



 

These  a re  near - t e rm p lans  t o  be  used  un t i l  Phas e  2  has  been  
imp lement ed  and  i s  o per a t iona l .  The  p lans  a re  bas ed  on  the  ass umpt ion  
t ha t  in t e rna l  succes sor s  f o r  t he  CEO and  Management  pos i t i ons  have  no t  
been  iden t i f i ed ,  deve loped  and  p repared  to  as sume t hese  r o les .   

S inc e  Phas e  2  w i l l  add r es s  l eaders h ip  and  ca r eer  deve lopm ent  t o  deve lop  
i n t e rna l  ta len t ,  t he  r ep lac ement  p lans  w i l l  need  to  be  r ev iewed  once  
Phase  2  i s  f u l l y  ope ra t iona l .    

 

Replacem ent  P lan  fo r  the  CEO Pos i t ion   

The  succ ess  o f  t h i s  rep lac ement  p lan  depends  on  f ou r  f ac to r s  be ing  in  
p l ac e :  

Sen io r  Managem ent  Team Appr oach  

The  C EO and  Manager s  mus t  work  co l l abora t i ve l y  as  a  t eam;  t he  number  
o f  i ss ues  o r  ac t i v i t i es  on  wh i ch  t he  CEO is  work ing  a lone  o r  in  
c on f i dence ,  w i t hou t  t he  k nowledge  o f  a t  l eas t  one  member  o f  t he  s en io r  
managem ent  t eam mus t  be  ve r y  l im i t ed .  Th is  m in im izes  t he  po t en t i a l  f o r  
t he  o rgan i za t ion  t o  be  com prom is ed  b y  an  i s sue  f o l low ing  t he  CEO ’s  
depar tu r e .  I t  a l so  enab les  t he  sen io r  m anagem ent  t eam to  work  
c o l labor a t i ve l y  and ,  in  as  much  as  pos s ib le ,  c over  o f f  t he  CEO ’s  es sen t ia l  
du t ies  un t i l  a  new incum ben t  i s  in  p l a ce .  

CEO and  Boar d  Cha i r  Co l l abora t i on  

The  CEO,  Board  Cha i r  and  Exec u t i ve  Commi t t ee  mus t  comm un ic a te  
r egu la r l y  on  s pec i f i c  i s sues ,  and ,  w i t h in  t he  gover nanc e  gu ide l i nes ,  
c o l labor a te  on  OLS -  NO RTH i ssues  managem ent .  S im i la r  t o  t he  need  f o r  
t he  sen io r  manage rs  t o  work  as  a  t eam w i th  t he  CEO,  i t  i s  c r i t i c a l  t ha t  t he  
Board  Cha i r  and  Execu t i ve  Commi t t ee  a r e  awa re  o f  any  CEO - leve l  
i n i t i a t i ves  o r  i s sues .  Aga in ,  t h i s  w i l l  m in im i ze  unk nowns  f o r  t he  
o rgan i za t ion  and  enab le  t he  o rgan i za t ion  t o  p r oac t i ve l y  manage  o r  de f e r  
i t em s  pend ing  t he  p l ac ement  o f  a  new CEO.  

St ra t eg ic  Rev iew  o f  t he  CEO Ro le ,  Res pons ib i l i t i e s  &  Competency  Mode l  

The  CEO ’s  p r i o r i t i e s  a re  d r i ven  by  t he  s t ra t eg ic  p l an .  I n  t he  same  way 
tha t  t he  Board  regu la r l y  rev i ews  the  s t ra t eg ic  p l an ’s  p rog res s  and  
r e l evance ,  i t  needs  t o  r ev iew t he  CEO ’s  ro le ,  r espons ib i l i t i es  and  
c ompetenc y  mode l  t o  ens ure  a l ignm ent  and  re levanc e .  I f  t h i s  i s  
c onduc ted  regu la r l y  i t  w i l l  m in im i ze  t he  rev i ew p rocess  o f  t he  CEO 
pos i t i on  s hou ld  a  vacanc y  a r i s e .  

Ongo ing  Pr omot ion  o f  OLS -  NO RTH to  Pr ov inc ia l  and  Na t iona l  L ib r a ry  
Commun i t ies  

One  o f  t he  i s sues  f aced  by  OLS -  NORTH and  many l i b ra r i es  in  no r the rn  
On ta r i o  when  rep lac ing  sen io r  s ta f f  i s  t he  ava i lab i l i t y  o f  l o ca l  qua l i f i ed  



 

c and ida tes .  Fo r  OLS -  NO RTH,  t h i s  i ss ue  i s  exac erba ted  bec a use  
po ten t ia l  cand ida tes  loca t ed  ou ts i de  On ta r io ’s  no r t h  o r  F i r s t  Na t ions ’ 
have  l im i t ed  awareness  o f  bo th  OLS -  NORT H,  i t s  v i s i on ,  s e r v ic es  and  
c l i en t e l e  and  o f  Sudbur y,  Thunder  Bay  and  the  commun i t i es  s e r ved  by  
OLS -  NO RTH.   Th is  ham per s  t he  r ec r u i tm en t  p rocess .  To  exped i t e  
r ec ru i t i ng ,  OLS -  NO RTH needs  t o  c r ea te  a  poo l  o f  po ten t ia l  c and ida tes  
by  r a is ing  awarenes s  o f  i t s  d i rec t i on ,  i t s  wo rk  w i t h  c l i en t  commun i t ies  and  
i t s  dynam ic  work  env i r onm ent  t o  l i b r a r y  comm un i t ie s  w i t h in  and  beyond  
Onta r i o .  Commun ic a t ion  channe ls  i n c lude  a r t i c l es  i n  p ro f ess iona l  
j ou rna ls ,  s peak ing /exh ib i t i ng  a t  con fe rences  and  l i b ra ry  f acu l t i e s ,  and  
c on t i nued  pa r t i c ipa t i on  in  l i b ra r y  ass oc ia t i ons  and  in i t i a t i ves  ( suc h  as  
SDC,  On ta r io  Pub l i c  L i b ra r y,  e t c . ) .  The  mor e  members  o f  t he  l i b ra r y  
c ommun i t y  k now abou t  OLS -  NO RTH,  t he  more  in t e res ted  t hey  w i l l  be  in  
pu rs u ing  ca r eer s  wi t h  t he  o rgan i za t i on ,  be f o re  and  du r ing  a  rep lacement  
p roc ess .  I n  add i t i on ,  t he  CEO and  managers  need  to  tak e  no te  o f  
po ten t ia l  c and ida tes  and  regu la r l y  ne two rk  w i t h  t hem.  

The  c r i t i c a l  s uc ces s  f ac to r s  l i s t ed  above  m us t  be  unde r way.  Onc e  t he  
CEO pos i t i on  i s  vac an t  however,  s pec i f i c  s t eps  need  t o  be  tak en  
immed ia te l y.  The  incum ben t  CEO  may  o r  may  no t  be  i nvo l ved  i n  t h i s  p lan  
depend ing  on  the  ac t ua l  s i t ua t i on .  

The  Boar d ,  i n  c ons u l ta t ion  w i t h  Managem ent  Team  mus t  es tab l i s h  how 
CEO du t ies  w i l l  be  managed  dur i ng  t he  i n te r im .   The  CEO vacanc y  w i l l  be  
f i l l ed  ac cor d ing  t o  t he  NOLSB Se lec t i on  Process  f o r  CEO.



 

 

The Competency  Model  f or  the  CEO pos i t i on:  

O R G A N I Z AT I O N A L L E A D E R  –  Demons t ra t es  s uper io r  leaders h ip  sk i l l s ;  
Fo r war d  t h ink ing ,  d i r ec t ing  t he  o rgan i za t ion ’s  s t ra teg ic  agenda  and  
en l i s t ing  o t he r s  t o  s har e  in  i t s  rea l i za t ion .   

A M B A S S A D O R  –  cham p ions  t he  o rgan i za t ion  t o  s tak eho lde rs ,  med ia  and  
b roader  l i b ra r y  commun i t y,  bu i ld i n g  a  b road  base  o f  suppor t  and  dea l i ng  
e f f ec t i ve l y  w i t h  sens i t i ve  i ss ues .   

B O A R D  L I A I S O N  –  i s  a t t uned  to  cu r r en t  and  emerg ing  i ssues  w i t h  po ten t ia l  
o rgan i za t iona l  impac t ;  and  k eeps  t he  Board  aware  o f  such  i ss ue  t o  enab le  
s ound  bus iness  dec i s i ons  

P O L I C Y A D V I S O R  –  r ecomm ends  s ound  po l i c ies  f o r  t he  gover nanc e  o f  t he  
o rgan i za t ion  

L A B O U R  M A N A G E R  –  demons t r a tes  a  so l i d  k nowledge  o f  pe rs onne l  
managem ent  i ss ues  i n  a  un ion i zed  env i r onm ent ,  manag ing  e f f ec t i ve l y  t o  a  
c o l lec t i ve  ag reement  w i t h  appropr ia t e  re f e r ra l  t o  re l evan t  leg is la t i on  

N E G O T I AT O R  –nego t i a t es   c ompet i t i ve  c o l lec t i ve  ag reem ents  and  supp l ie r  
c on t r ac ts  wh i ch  mee t  t he  needs  o f  t he  o rgan i za t i on  

T E A M  B U I L D E R  –  f ac i l i t a tes  an  o rgan i za t i ona l  c u l t u r e  bas ed  on  mutua l  
t r us t ,  r espec t  and  team work  

I N N O VAT O R  –  seek s  and  pu rs ues  oppor tun i t i es  t ha t  s t reng then  the  
o rgan i za t ion ,  improve  p roduc t i v i t y,  and / o r  enhanc e  c l i en t  se r v i ce  and  
c r ea t es  an  env i ronment  t ha t  encourages  and  rewa rds  emp loyees  to  do  t he  
s ame  

C O M M U N I C AT O R  -  conveys  i n f o rmat i on  and  i deas  in  a  manne r  and  f o rm 
appr opr i a te  f o r  t he  in t ended  aud ienc e .   

F I S C A L LY  R E S P O N S I B L E  –  manages  t he  o rgan i za t i on  w i t h in  budge t  
a l l oc a t i on ,  m ak ing  s ound  f i nanc ia l  and  bus iness  dec i s ions  

C L I E N T  F O C U S E D  – exh ib i t s  and  encourages  a  c l i en t  and  se r v ic e  f oc us ,  
ens ur ing  t ha t  t he  o rgan i za t i on ’s  o f f e r ings  a re  cons is t en t  w i t h  c l i en t  
needs ,  c l i en t  suc ces s  and  qua l i t y  expec ta t i ons  

P R O B L E M  S O LV E R /  D E C I S I O N  M A K E R  -  c lea r l y  de f ines  and  seek s  so lu t ions  t o  
i s sues  and  oppor t un i t i es ,  c a re f u l l y  c ons ide r ing  l ega l  and  o rgan i za t i ona l  
imp l i c a t ions  and  r i sk  management  



 

E T H I C A L  –  c ons i s ten t l y  demons t ra t es  e t h ic a l  dec is ion -mak ing  w i t h  r egards  
t o  a l l  human r es ourc e ,  oper a t iona l  and  s t r a teg ic  i ss ues .  

 

Replacem ent  P lan  fo r  the  Management  Pos i t i ons  

The  s ucc es s  o f  t he  rep lacement  p lan  f o r  t he  Manager  r e l ie s  t o  a  g rea t  
ex ten t  on  t he  c r i t i ca l  suc cess  f ac to r s  l i s t ed  above  f o r  rep lac i ng  t he  CEO.  

Sen io r  Managem ent  Team Appr oach  

The  CEO and  Manager s  mus t  work  co l l abora t i ve l y  as  a  t eam;  t he  number  
o f  i ss ues  o r  ac t i v i t i e s  on  wh i ch  i nd i v idua l  managers  a re  work i ng  a l one  o r  
i n  con f idenc e ,  w i t hou t  t he  k nowledge  o f  a t  l eas t  one  o t he r  member  o f  t he  
s en io r  management  t eam mus t  be  ve r y  l im i t ed .  Th i s  m in im izes  t he  
po ten t ia l  f o r  t he  o rgan i za t ion  t o  be  com prom is ed  b y  an  i s sue  f o l low ing  a  
manage r ’s  depar tu r e .  I t  a l s o  enab l es  t he  sen io r  managem ent  t eam to  
wo rk  c o l l abora t i ve ly  and ,  i n  as  muc h  as  poss ib l e ,  c over  o f f  a  manage r ’s  
ess en t ia l  du t i es  un t i l  a  new inc umben t  i s  i n  p lace .  

Annua l  St ra t eg i c  Rev iew  o f  Managers ’ Ro les ,  Respons ib i l i t i es  &  
Com petenc y  Mode l  

I n  t he  sam e way  tha t  t he  s en io r  managem ent  t eam mus t  r egu la r l y  rev i ew 
the  s t ra t eg ic  p lan ’s  p r og ress  and  re l evanc y,  t hey  a ls o  need  to  rev i ew 
the i r  r o les ,  r es pons ib i l i t i es  and  c ompetenc y  m ode l  t o  ens ure  a l ignment  
and  r e l evanc y.  I f  th i s  i s  c onduc ted  annua l l y  i t  w i l l  m in im i ze  t h e  rev i ew 
p roc ess  o f  t he  manager  pos i t i on ( s )  s hou ld  a  vacanc y  a r i se .  

Ongo ing  Pr omot ion  o f  OLS -  NO RTH to  Pr ov inc ia l  and  Na t iona l  L ib r a ry  
Commun i t ies  

As  i s  t he  case  w i t h  rec ru i t i ng  a  CEO,  OLS -  NO RTH needs  t o  c r ea t e  a  
poo l  o f  po t en t i a l  c and ida tes  by  ra i s i ng  awar enes s  o f  i t s  d i r ec t ion ,  i t s  
wo rk  w i t h  c l i en t  c ommun i t i es  and  i t s  dynam ic  work  env i ronment  t o  l i b ra r y  
c ommun i t i es  w i t h in  and  beyond  Onta r i o .  Aga in ,  as  was  s ta t ed  i n  t he  
c r i t i c a l  s uc ces s  f ac to r  f o r  t he  CEO pos i t i on ,  O LS -  NO RTH sen io r  
manager s  need  to  ta k e  no te  o f  po ten t ia l  c and ida t es  and  regu la r l y  ne t work  
w i t h  t hem.  

The  un ique  s ucc ess  f ac t o r  f o r  t he  manager  rep lacement  p l an  i s :  

Team Appr oac h  Wi th i n  The i r  Un i ts  

The  Managers  mus t  work  co l labor a t i ve l y  w i t h  t he i r  r espec t i ve  t eams;  w i t h  
t he  excep t i on  o f  c on f i den t i a l  i s sues ,  t he  Managers  shou ld  be  k eep ing  
t he i r  t eams  awa re  o f  t he  ac t i v i t i es  t hey  a re  work ing  on .  S inc e  t he  
Managem ent  Team w i l l  k now o f  t he  con f i den t ia l  i ssues ,  and  t he  un i t  t eam 
w i l l  k now o f  t he  o the r  ac t i v i t i es ,  f ew,  i f  any,  i t ems  w i l l  be  ove r look ed  i f  a  
Manager  pos i t i on  i s  unexpec t ed l y  vacan t .  



 

Speci f i c  St eps  i n  Replac ing  a  Manager :  

  CEO may  mak e  a  t em por a r y  appo in tmen t  t o  f i l l  t he  vacanc y  un t i l  a  
pe rmanen t  i nc umben t  i s  rec ru i t ed ,  o r  may  reass ign  du t i es  as  
appr opr i a te  

  CEO  and  sen io r  managem ent  t eam rev iew and ,  as  nec ess ar y,  r ev i se  
manage r ’s  ro l e ,  r es pons ib i l i t i e s  and  j ob  desc r ip t i on  in  l i g h t  o f  t he  
c u r ren t  s t r a teg i c  p lan* ,  k eep ing   t he  Board  i n f o rmed  as  requ i r ed  

  CEO rev iews  and ,  as  necessar y,  r ev i s es  Management  Com petenc y  
Mode l ,  qua l i f i c a t ions ,  compe tenc ies  and  exper i ences  f o r  t he  
pos i t i on*   

  CEO es tab l i s hes  leve l  o f  i n vo l vement  o f  o the r  membe rs  o f  t he  
managem ent  t eam i n  t he  s e lec t i on  p rocess ;  a  l i s t  o f  any  po ten t i a l  
c and ida tes  manage rs  have  m et  t h rough  the i r  p romot i ona l  ac t i v i t i es  
w i t h  l i b r a r y  c ommun i t i es  s hou ld  be  g iven  t o  t he  CEO  

  CEO se ts  se lec t ion  c r i t e r ia ,  dec i s i on -m ak ing  p rocess  and  
i den t i f i e s / rec ru i t s /  s c reens  po t en t i a l  cand ida t es ;   

  The  CEO and  mem ber s  o f  t he  m anagement  t eam,  wher e  
appr opr i a te ,   i n te r v i ew and  se lec t  i n cumben t  

  The  CEO gu ides  t he  o r ien ta t ion  o f  t he  new manager,  i nvo l v ing  s ta f f  
whe re  appropr ia te .  



 

The Competency  Model  f or  the  Manager  pos i t i ons :  

L E A D E R  –  s hows  s uper io r  l eaders h ip  sk i l l s ,  m o t i va t i ng  s ta f f  t owards  
o rgan i za t iona l  v i s ion  and  nu r t u r ing  an  e f f ec t i ve  t eam env i r onm ent  

T E A M  B U I L D E R  –  l eads  and  work s  e f f ec t i ve l y  w i t h in  t eam un ion i zed  
env i r onm ent ,  de lega t ing ,  coac h ing  and  dea l i ng  appropr ia t e l y  w i t h   
pe r f o rmance  i s sues  and  adherenc e  to  t he  c o l l ec t i ve  ag reem ent  

I N N O VAT O R  -  genera t es  resource f u l  o r  c rea t i ve  appr oaches  and  so lu t i on s  
t ha t  im prove  p roduc t i v i t y,  and  enhance  c l ien t  se r v i ce  and  encourages  
team members  t o  do  t he  sam e  

C O M M U N I C AT O R  -  exp resses  in f o rmat ion  and  ideas  i n  a  manner  and  f o rm 
appr opr i a te  f o r  t he  in t ended  aud ienc e .  exh ib i t s  appropr ia te  d isc r e t ion  

K N OW L E D G E  O F  F U N C T I O N A L A R E A -  demons t r a tes  an  approp r i a te  l e ve l  o f  
sk i l l  and  k nowledge  i n  t he  o rgan i za t ion  and  spec i f i c  un i t  be ing  managed  

S E R V I C E  O R I E N T E D  -  f ocuses  on  t he  se rv i c e  imp l i c a t ions  o f  ac t i v i t i e s  and  
dec i s i ons  and  acc ommodat es  acc ord ing l y  

C L I E N T  F O C U S E D  – co ns i s ten t l y  mode ls  s t r ong  c l ien t  re l a t ions h ip  
managem ent  sk i l l s ,  i n co r por a t ing  c l i en t  i npu t  i n to  s e r v ic e  deve lopment  
and  m anag ing  c l i en t  expec ta t i ons  

P R O J E C T  M A N A G E R  -  manages  va r i ous  p ro j ec ts  s imu l taneous l y  i n  an  
e f f i c ien t  and  p roduc t i ve  manner  

P R O B L E M  S O LV E R /  D E C I S I O N  MA K E R  -  c lea r l y  de f ines  p rob lem s  and  
dec i s i ons  t o  be  tak en ,  and  seek s  w in -w in  s o lu t i ons  

P E R F O R M A N C E  O R I E N T E D  –  i s  comm i t t ed  t o  mee t ing  and  exc eed ing  
pe r f o rmance  measu rement  ta rge ts  and  en l i s ts  t h i s  s p i r i t  w i t h  t he  t eam;  
s eek s  f eedback  f rom  c l ien ts ,  em p loyees  and  co l leagues  to  con t inuous l y  
impr ove  p r ocess es  and  se r v i ces .  

 



 

 

Phase 2:  

 Implement Leadership and Career Development Programs for OLS - 
NORTH 

The  ob j ec t i ve  o f  the  leadersh ip  and  c a reer  deve lopm ent  p rog ram s  i s  t o  
ens ure  O LS -  NO RTH is :  

1 .  a t t r ac t i ng ,  s t reng then ing  and  re ta in i ng  t he  peop le  needed  f o r  
managem ent  and  o the r  k ey  pos i t i ons  

2 .  c on t r i bu t ing  t o  g rea t e r  em p loyee  j ob  s a t i s f ac t ion  and  f os t e r ing  s ta f f  
g rowth  and  deve lopm ent  

3 .  he lp i ng  p repar e  emp loyees  to  f i l l  vac anc ies  t ha t  may occ ur  w i t h in  
t he  o rgan i za t i on  

4 .  ass is t i ng  emp loyees  in  deve lop ing  sk i l l s  needed  f o r  t he  f u l f i l lmen t  
o f  t he  emp loyee ’s  c a ree r  goa ls  

5 .  p rov id ing  an  e f f ec t i ve  bas i s  f o r  d i sc uss ions  be t ween  emp loyees  and  
manager s  abou t  ways  and  means  to  imp lement  ca r ee r  goa l s .  

These  a r e  long - te rm p lans  t o  be  ro l l ed  ou t  in  2005  and  r egu la r l y  
r ev iewed  and  r ev ised  to  m a in ta i n  t he i r  r e l evance .  

Cr i t i ca l  Success  Fact ors  f or  Leader sh i p  and Career  Deve l opm ent  
Program :  

-  CEO and   Managers  m us t  ac t i ve l y  seek  ways  f o r  emp loyees  to  
demons t r a te  t he i r  l eade rs h ip  sk i l l s  and  po t en t i a l  

-  Manager s  may  ind i ca t e  t he i r  i n t e res t  i n  t he  CEO pos i t i on  o r  
ano t he r  Management  r o le  

-  Emp loyees  may  i nd i c a te  t he i r  i n t e res t  i n  m anagement  r o les  

-  A p r oc edure  m us t  be  in  p lac e  t o  work  w i t h  emp loyees  t o  c l a r i f y  t he  
t ype  o f  r o le  t hey  a r e  a r e  i n te r es t ed  in  pu rs u ing ,  t he  sk i l l s  t hey  
may  requ i re ,  and  the  oppor tun i t i es  ava i l ab le  f o r  deve lop ing  and  
s t r eng then ing  t hese  sk i l l s   

-  The  Leaders h ip  and  Career  Deve lopment  P lan  wh i ch  f o l l ows  th is  
s ess ion  m us t  be  in  p l ac e  f o r  a l l  emp loyees ,  i nc l ud ing  ma nagers  

-  The  Leade rsh ip  Deve lopment  Temp la t e  mus t  be  i n  p lace  f o r  a l l  
em p loyees ,  in t e res t ed  i n  s eek ing  managem ent  pos i t i ons ,  and  
manager s  i n te r es t ed  i n  deve lop ing  and  s t reng then ing  t he i r  sk i l l s  



 

LEADERSHIP AND CAREER DEVELOPMENT PLAN 

 

PURPOSE 
 

THE LEADERSHI P AND CAREER DEVELO PME NT PLAN IS  AN OPT ION AL 
PRO CESS W HEREBY EMPL O YEES MAY BE ASSI STE D IN  FULFILL ING  
THEI R CAREER GOALS A ND ASPI RAT IONS EITHE R W ITHI N OR 
O UTSIDE OF  THE O RGAN IZAT ION.   

 

Goals and objectives 

 

  TO  FACI L ITAT E DISCUS SIO NS BETW EEN EMPLOY EES AND T HE I R 
MANAGER ABO UT WAYS A ND MEANS TO I MPLEMEN T CAREER 
GOALS;  

  TO  PROVI DE A FRAMEW O RK W ITHIN W HICH T HE EMPLOYER MAY 
ASSI ST EMPLOYEES I N  DEVELOPI NG SKI LLS NE EDED FO R T HE 
FULFI LLMENT OF  THE E MPLO YEE ’S FUTURE CAR EER 
ASPI RAT IONS;  

  TO  CO NTRI BUT E TO GRE ATER EMPLOYEE JO B SAT ISFACTION;  

  TO  HELP PREPARE EMPL O YEES TO F I LL VACANC I ES THAT MAY 
O CCUR W ITHIN  THE ORG ANI ZAT ION.  

 
 

Roles and responsibilities of Employee 

 

  TO  CO MPLETE THE CAREER PLANNING FORM ;  

  TO  PREPARE TO DI SCUS S THE CO MPLETED CAREER PLANNI NG 
FO RM W ITH T HEI R MANAGE R.  

 
 

Roles and responsibilities of Manager 

 

  TO  ASSIST EMPLOYEES TO FO RMULAT E REALI ST IC AND 
ACHI EVABLE CAREER GO ALS;  

  TO  ASSIST EMPLOYEES IN  DEVELO PI NG SKILLS  REQUIRED TO 
FULFI LL THEI R CAREER  PLAN W ITHIN  THE ST RATEGIC CONTEXT 
OF  THE O RGANI ZAT ION.  

 
 



 

C AREER DEVELOPMENT PL AN FO RM   
 

PURPOSE  
 
THI S FORM HAS BEEN D ESIG NED TO HELP EMPL O YEES TO IDENT IFY 
THEI R CAREER INTERES TS AND PERSONAL ST RE NGTHS AND 
LEARNI NG NEEDS.    
 
STRUCTURE  
 
THE FO RM IS  DI V IDED I NTO THREE PART S:   

1 .  I DENT IFYING PERSO NAL STRENGTHS  
2 .  EVALUAT ING CAR EER I NTERESTS  
3 .  MAKI NG CO NCLUSIONS A ND SUMMA RIZ I NG LEARN ING NEEDS 

 
EACH PART INCLUDES Q UEST IONS THAT YOU SH O ULD CO NSI DER BY 
THI NKING OF  THEM BY YOURSELF AND BY DI SC USSING THEM W ITH 
OTHER PEOPLE.   THE Q UEST IONS ARE DESIGNE D TO HELP YOU 
DESCRI BE YO UR INT ERE STS,  CORE CO MPETENCIES AND CAREER 
GOALS.  
 
GETTI NG STARTE D  
 
THI S IS  NOT A T I ME -L I MITED TEST.   THE Q UEST IO NS REQ UIRE A 
THO UGHTFUL ANALYSIS OF THE ENT I RE FORM B EFO RE ANSW ERING 
ANY Q UEST IONS.   AFTE R YO U HAVE FORMULATE D YOUR ANSW ERS TO 
THE QUEST IONS D ISCUS S THEM W ITH OTHER PEOPLE W HO  KNOW  
YO UR W ORK –  TH IS FEEDBACK IS  VER Y I MPO RTANT.   IT  I S  MO ST 
I MPO RTANT THAT YOU L EARN TO PERCEI VE YO U R CO MPETENCI ES  
FRO M VARIO US POINTS OF VI EW  AND TO DESCR I BE YOUR 
ASPI RAT IONS  
 
AF TER THE FO RM I S  CO M PLETED 
 
O NCE YO U HAVE CO MPLE TED T HE FORM,  YO U CAN DI SC USS W ITH 
YO UR MANAG ER HOW  YOU R INTERESTS AND STRE NGTHS CO ULD BE 
USED IN  FUTURE TASKS  AND IN  W HAT AREAS YO U NEED MO RE 
TRAI NING.  
 
PAR T 1  –  PERSO NAL STRENG THS  
 
1 .   W H AT SKI LLS H AVE  YOU ACQ UI RED DURING YO UR WORK 

H ISTORY? 
 
CONSI DER:  W HAT CON CRET E SKI LLS HAVE YO U ACQ UIRED IN  YOUR 
CAREER? W HAT KNOW LED GE AREAS HAVE YOU BE CO ME FAMI L IAR 
W ITH? IN  W HAT TASKS HAVE YO U GAINED SPEC IAL CO MPETENCE AND 
EX PERTISE? W HAT KI ND  OF SOCI AL SKI LLS HAV E YOU OBTAI NED?  
 

 
 



 

 
 
 
 
 
 

 
2 .   WH AT COMPETENCI E S H AVE YO U OBTAI NED THROUG H YOUR 

STUDIES?   
 
CONSI DER:  W HAT EDUCATION DO YO U HAVE? W HAT KNOW LED G E 
AREAS HAVE YOU BECO M E FAMI L I AR W ITH? HAV E YO U PRO DUCED 
THESES OR EARNED DI P LO MAS IN  CONNECTION W ITH YO UR 
PRO FESSIONAL AND THE O RETICAL ST UDIES –  I N  W HAT AREAS? HAVE 
YO U TAKEN ANY VO LUNTARY CO URSE S IN  ADDIT ION TO YOU R BASIC 
ST UDIES? W HAT INSTRU MENTAL CO MPETENCI ES (E .G.  CO MPUTER 
AND LANGUAGE SK ILLS)  HAVE YO U LEARNED BY YO UR ST UDI ES?  
 

 
 
 
 
 
 
 
 
 
 

 
 
3 .   WH AT H AVE YO U LE ARNED I N  YO UR NON - WORK TIME TH AT COULD  

BE APPLI ED TO  YO UR C URREN T POSI T ION O R TO YO U R FUTURE 
C AREER?  

 
CONSI DER:  W HAT CO NCRETE KNOW LE DGE AND SKILLS HAVE YO U 
GAI NED I N  LEI SURE T I ME ACT IVIT IES?  
 

 
 
 
 
 
 
 
 
 

 
 
4 .   I N  W H AT S I TU ATIO NS H AVE YO U RECEIVED  GOOD FEEDB ACK?  
 



 

CONSI DER:  I N  W HAT KIND OF  PERF O RMANCE SITUATIONS H AVE YO U 
BEEN PRAISED? IN  W HAT KI ND OF LEARNI NG S IT UAT IONS HAVE YO U 
BEEN PRAISED?  
 

 
 
 
 
 
 
 
 
 

 
5 .   I N  W H AT TASK S H AVE YO U BEEN SUCCESSF UL? 
 
CONSI DER:  W HAT CO NCRETE TASKS CAN YOU SUCCESSFULLY 
CO MPLETE? W HAT KINDS  OF LEARNING TASKS AR E EASY FO R YOU?  
 

 
 
 
 
 
 
 
 
 

 
 
 
PAR T 2  –  C AREER I NTERESTS  
 
1 .   W H AT ASPECTS O F YOUR PRESENT WO RK AR E THE MOST 

I NTERESTI NG?   
 
CONSI DER:  W HAT SI NGLE W ORK TAS KS ARE MO ST PLEASURA BLE 
FO R YOU? W HAT KNOW LE DGE AREAS MOTIVATE Y O U THE MO ST?  
W HAT TASKS AND KNOW L EDGE AREAS DO YO U VA LUE THE MOST? 
W HAT PERSONAL ST YLE OF W ORKING DO YO U PREFE R? W HAT KI ND 
OF W ORKI NG SURROUNDI NG S DO YO U PREFER? W ITH W HAT KI ND OF 
PEO PLE DO YO U L I KE  T O W ORK?  
 

 
 
 
 
 
 
 



 

 
 
 

 
 
2 .   W H AT O THER TASKS  AND KNOWLEDG E ARE AS INTEREST YO U?  
 
CONSI DER:  W HAT TASKS AND KNOW L EDGE AREAS ARE NO T 
I NCLUDED IN  YO UR PRE SENT JOB THAT I NTERE ST YOU?  
 

 
 
 
 
 
 
 
 
 

 
 
3 .   I N  WH AT DIRECTIO N WOULD YOU L I KE TO DEVELO P YOUR 

C AREER?  
 
CONSI DER:  W HAT CONCRETE SKILLS  DO YO U W ISH YO U COUL D USE 
MO RE IN  YOUR JOB? W H AT PERSO NALITY TRAIT S W OULD YO U L IKE 
TO USE MO RE? W HAT KNOW LEDG E AREAS ARE YO U INT ERESTED IN?  
W HAT STYLES OF W ORKI NG AND W ORK SURRO UND I NG S DO YOU 
PREFER? W HAT W O ULD Y OU L IKE TO ST UDY?  
 

 
 
 
 
 
 
 
 

 
 
4 .  I S  THERE SOMETHI NG T H AT PREVENTS YO U FRO M PURSUING 

YO UR INTERESTS,  SLOW S OR HI NDERS YO UR CAREER 
DEVELO PMENT OR PRE VENTS YOU FROM LE ARN I NG NEW THING S?  

 
CONSI DER:  ARE THERE SHO RTCOMI N G S I N  YOUR EDUCATION  THAT 
PREVENT YO U FRO M BEI NG PRO MOTED? DO YO U HAVE T HE 
EDUCATION REQUIREMEN TS FO R PO SIT IONS TO W HICH YOU WANT 
TO BE  PRO MOT ED?  DO Y O U LACK W ORK EXPERIE NCE I N  THOSE 
TASKS T HAT YO U ARE I NTERES TED I N?  ARE YOU UNCE RTAIN ABOUT 



 

W HAT TO DO IN  ORDER TO DEVELO P YO UR CARE ER? DO YO U 
HESITATE TO TELL OTH ERS W HAT YO U ARE I NT ERESTED I N?  
 

 
 
 
 
 
 
 
 

 
 
5 .   W H AT W OULD YO U B E WI LLI NG TO DO I N  O RDER TO  DEVELO P 

YO UR CAREER?  
 
CONSI DER:  HOW  MOTI VATED ARE YO U TO LEAR N NEW  THINGS AT 
W ORK OR THROUGH TRAI NING ? ARE YO U I NTERE ST ED I N  SHORT 
COURSES OR A LO NG -TERM EDUCATIONAL PLA N?  
 

 
 
 
 
 
 
 
 

 
 
PAR T 3  –  CO NCLUSIONS AND SUMM ARY  
 
TRY TO L I ST THREE M AI N POINTS UNDER E ACH  OF THE FOLLOWING 
Q UESTIO NS.  
 

1 .  W HAT KI NDS OF  TASKS DO YO U F I ND ESPECI ALLY MOTIVAT ING ? 
2 .  W HAT ARE YO UR CURREN T CO MPETENCIES?  
3 .  UNDER W HAT CONDIT ION S DO YOU W ORK BEST?  
4 .  W HAT ARE YO UR MAI N L EARNI NG AND TRAINI NG  NEEDS?  

 
 

 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

List some career goals or targets for yourself  

 

 
 
 
 
 
 
 
 
 
 
 





 

Appendix 

LE ADERSHI P DEVELO PME NT TEM PLATE  
 

EMPLOYEE:  D ATE:  

CURRENT PO SI TIO N:  PO TENTI AL LEVEL:  

 
 

 
O RG ANI Z ATIO N AL SKI LL S 

REQ UI RED 

 
I NTERPERSO NAL SKI LLS  

REQ UI RED 

 
FUNCTIO NAL SKI LLS  

REQ UI RED 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 



 

 
 
PREFERRED LE ARNING 

STYLE OR 
DEVELO PME NT 

EXPERI ENCE 

 
OPPO RTUNI TY TO 

PRO VIDE THI S 
LE ARNI NG OR 
EXPERI ENCE 

 
SPECIF I C 

T IMI NG/D ATE  

 
RESULTS  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 


