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Workforce Supply, Demand, and Gap Analysis
Purpose
This document provides Department of Commerce (DOC) bureaus with a standardized template and clear instructions to conduct a workforce supply, demand, and gap analysis. The analysis supports strategic workforce planning, mission delivery, and data-informed workforce decisions aligned with DOC and OHRM guidance.
How to Use This Template
• Complete this analysis for mission-critical occupations, competencies, or functions.
• Use a 3–5 year planning horizon unless otherwise directed.
• Base inputs on the best available data (e.g., HR systems, workforce analytics, program plans).
• Focus on trends and risks rather than exact counts where data is limited.
Section 1: Workforce Demand Analysis
Objective:
Identify the future workforce needed to achieve bureau and DOC strategic priorities.
Instructions:
1. Review strategic plans, budget assumptions, and program changes.
2. Identify anticipated changes in workload, technology, policy, or mission scope.
3. Estimate the number and types of employees and competencies needed in the future.
	Mission Function / Occupation
	Current State
	Future Demand (3–5 Years)
	Drivers of Change
	Notes/Assumptions


Section 2: Workforce Supply Analysis
Objective:
Assess the bureau’s current workforce and projected internal supply.
Instructions:
1. Analyze current workforce size, skills, grade structure, and employment type.
2. Identify attrition risks such as retirements, turnover, and hard-to-fill positions.
3. Consider internal pipelines such as reskilling, upskilling, and succession plans.

	Mission Function / Occupation
	Current Workforce
	Projected Attrition
	Future Supply
	Key Skills/Competencies
	Risk Level (Low/Med/High)


Section 3: Workforce Gap Analysis
Objective:
Compare workforce supply and demand to identify gaps and surpluses.
Instructions:
1. Compare future demand to projected supply.
2. Identify quantitative gaps (number of staff) and qualitative gaps (skills/competencies).
3. Prioritize gaps based on mission impact and risk.

	Mission Function / Occupation
	Future Demand
	Future Supply
	Gap (+/-)
	Skills Gap Description
	Mission Impact (Low/Med/High)


Section 4: Summary and Workforce Planning Implications
Instructions:
• Summarize the most critical workforce gaps and risks.
• Identify which gaps require immediate action versus long-term monitoring.
• Use this analysis to inform workforce action plans, staffing strategies, reskilling, succession planning, and budget requests.
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