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[bookmark: _Toc231206593][bookmark: _Toc231208534][bookmark: _Toc121293142]Position Profile
[bookmark: _Toc231206594][bookmark: _Toc231208535]Introduction
The [CLIENT NAME] recognizes the critical importance of documenting essential knowledge and supporting smooth transitions when employees leave or move into new roles. As part of [CLIENT NAME]’s organization‑wide workforce resiliency planning efforts, this document serves as a tool to capture key responsibilities, institutional knowledge, and resources necessary to maintain business continuity.
The primary purpose of this Position Profile and Resource Guide is to help facilitate the transfer of knowledge so that operations remain stable and uninterrupted during staffing changes. The guide provides a centralized overview of the position’s employee history, core duties and special projects, and essential contacts, ensuring that incoming employees — and the teams who support them — have the information needed to transition successfully.
While not every section will apply to all positions, employees in roles with specialized knowledge, regulatory responsibility, or operational impact are encouraged to complete the entire document. Completion should be done in collaboration with the appropriate leadership and administrative teams to ensure accuracy, completeness, and alignment with organizational priorities.
[bookmark: _Toc231206595][bookmark: _Toc231208536]Position Overview
[bookmark: _Toc231208537]Position Title
Add the name of the position being vacated.

[bookmark: _Toc231208538]Department/Unit
Add the department or unit to which the position belongs.

[bookmark: _Toc231208539]Previous Job Holder
Add the name and contact information of the previous position holder if still employed with the organization.

[bookmark: _Toc231208540]Interim Job Holder
Add the name and contact information of the designated interim position holder, if known.

[bookmark: _Toc231208541]Organization and Reporting Structure
Department administration to include the department organization chart. Summarize where the position resides, functions of the unit/division, and reporting structure.
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[bookmark: _Toc231208542]On the Job
[bookmark: _Toc231208543]Tools and Systems
List the tools, software, and systems regularly used in the role. Provide access instructions and details for any proprietary systems.



[bookmark: _Toc231208544]Safety requirements
If the position involves fieldwork, consider adding a section about field operations, safety protocols, and any specialized equipment usage, and any training the employee is responsible for conducting or coordinating.



[bookmark: _Toc231208545]Regulatory compliance requirements
Include information about relevant permits, licenses, and regulatory compliance of which the successor needs to be aware. 
Provide links to the applicable internal policies, standard operating procedures (SOPs), and external regulatory sources to ensure clarity and ease of access.


[bookmark: _Toc231208546]Emergency Response and Disaster Management
If the position has responsibilities related to emergency response or disaster management, detail the procedures and coordination with other departments during emergencies.



[bookmark: _Toc231208547]Infrastructure and Assets
If the role includes asset management or maintenance, outline the key infrastructure and assets the position is responsible for overseeing.




[bookmark: _Toc231208548]Contacts and Stakeholders
Identify key internal and external contacts the role interacts with regularly. Provide a brief description of the nature of these interactions.
	Contact Name
	Email
	Nature of Interaction

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc231208549]Data and Asset Management Systems
Include information about data management systems used to track assets, maintenance schedules, and work orders.



[bookmark: _Toc231208550]Budget and Resource Management
If the position involves budget management or resource allocation, provide insights into budgeting processes and financial responsibilities.



[bookmark: _Toc231208551]Cross-Department Collaboration
Identify other departments or teams the position collaborates with regularly.







[bookmark: _Toc231208552]Department Information
[bookmark: _Toc231208553]Department and Division Strategy and Long-term Priorities
Provide an overview of ongoing and upcoming projects and their strategic priorities.
Department Strategic Priorities
Instructions: Summarize long-term goals and link to official documents (e.g., Strategic Plan, Capital Improvement Plan, Workforce Resiliency Plan).
Division Strategic Priorities
Instructions: Align the division’s focus areas to the broader department strategy.
Alignment with [CLIENT NAME] Organization-Wide Initiatives
Instructions: Note how the role supports key enterprise initiatives (workforce resiliency planning, regulatory mandates, capital program delivery, etc.).
[bookmark: _Toc231208554]Current Department Priorities & Active Projects
Capture high-priority projects and ensure knowledge transfer.
Current Major Projects Overview
Instructions: Provide a high-level summary of the department’s active projects
Project Table
Instructions: Complete the table and clearly identify responsibilities specific to the position.
	Project Name
	Key Contact(s)
	Project Description
	Role-Specific Responsibilities
	Project Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Upcoming Projects and/or Anticipated Work
Instructions: Capture near-future initiatives (6–24 months).



[bookmark: _Toc231208555]Position Day-to-Day Responsibilities
Break down responsibilities for clarity and easy handoff.
Individual Contributor Responsibilities
Instructions: List responsibilities performed personally by the employee.
Supervisory Responsibilities (if applicable)
Instructions: List responsibilities related to overseeing staff, contractors, or teams.
[bookmark: _Toc231208556]Recurring Responsibilities by Time Interval
Make it easy for successors to know cadence of work. List all recurring tasks that follow a predictable cycle.
Daily Responsibilities:
Weekly Responsibilities:
Monthly Responsibilities (optional if helpful):
Quarterly Responsibilities:
Annual Responsibilities:

[bookmark: _Toc231208557]Preparing for This Position	
[bookmark: _Toc231208558]Progress Tracking and Evaluation
Establish methods for tracking the progress of knowledge transfer. Define key milestones and checkpoints to assess the effectiveness of the process.




[bookmark: _Toc231208559]Risk Mitigation Strategies
Identify potential risks or challenges that may hinder successful knowledge transfer. Propose strategies to mitigate these risks and ensure a smooth transition.





[bookmark: _Toc231208560]Succession Planning Action Items
Outline specific actions or initiatives to support the successor's development and readiness for the role. Include potential cross-training opportunities and exposure to related areas.


[bookmark: _Toc231208561]Resources and Information
[bookmark: _Toc231208562]Documentation and Resources
Specify the location of relevant documentation, manuals, guidelines, and resources related to the position. Include access instructions to shared folders or databases.
This section includes information on where to find important documents, including Standard Operating Procedures (SOPs), plans, schematics, drawings, and other relevant information.
	What I Need to Find
	Where to Find It
	Contact Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc231208563]Supporting Contacts
Provide a list of individuals or departments that the successor can reach out to for additional support and guidance.
This section includes partners and contacts that have been essential and/or helpful to the success of this position. Many of the internal contacts can be completed by department administration and used for all position profiles. Any additional contacts can be added by the separating employee.
	Resource
	Department/Agency
	How They Can Help
	Phone/Email

	[CLIENT NAME] Contacts

	Human Resources
	
	
	

	Payroll
	
	
	

	HR general questions
	
	
	

	Environmental
	
	
	

	Finance
	
	
	

	P-Cards
	
	
	

	Training and safety
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	External Agency Contacts
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