Workforce Competency Analysis

Date: [Insert Date]

To: [Recipient Name]

Position: [Recipient Position]

Company: [Company Name]

Dear [Recipient Name],

We are writing to present the results of the recent workforce competency analysis conducted

within [Department/Team Name]. This analysis aims to assess the current skills and
competencies of our team members to identify strengths, gaps, and areas of development.

Executive Summary

Our evaluation highlighted several key competencies: [List Key Competencies]. Additionally,
we identified specific opportunities for training and development, which include [List
Opportunities].

Findings
The analysis revealed the following:
e [Finding 1 - Description]

o [Finding 2 - Description]
e [Finding 3 - Description]

Recommendations

Based on our findings, we recommend the following actions:
1. [Recommendation 1]
2. [Recommendation 2]
3. [Recommendation 3]

We believe that by implementing these recommendations, we can enhance our team's capabilities
and improve overall performance.

Thank you for your attention. We look forward to discussing this further.

Sincerely,



[Your Name]
[Your Position]

[Your Contact Information]



