
Workforce Development Needs Assessment 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Workforce Development Needs Assessment 

Dear [Recipient Name], 

I hope this message finds you well. As part of our ongoing commitment to enhance our 

workforce capabilities and address the current and future needs of our organization, we are 

conducting a Workforce Development Needs Assessment. This assessment aims to identify key 

areas where training and development can optimize our team's effectiveness and align with our 

organizational goals. 

We kindly request your input regarding the following: 

• Current skills gaps within your team 

• Emerging skills needed in the industry 

• Desired training programs or resources 

• Any other concerns or suggestions 

Your feedback is crucial to ensuring that our workforce development initiatives are targeted and 

beneficial. Please respond by [Insert Deadline] to ensure your insights are included in the 

assessment. 

Thank you for your cooperation and support in this important endeavor. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


