
Succession 
Process: Create a succession plan

Action done by: HR Talent Administrator, HR Admin, HR Partner

Visibility: HR Talent Administrator, HR Admin, HR Partner
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Overview:
After gathering the relevant information from leadership via 
conversation, you as the talent administrator, are ready to input a 
succession plan into the system. Remember this is succession 
planning for a position, not a person.
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Navigate to Tasks and Reports
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Type in the name of the current incumbent – verify the position 
name



• Type Employee Name and fill out the rest of the form– select external candidate 
checkbox if needed. Also, external candidates can be pulled in from recruiting 
“prospects”
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Presenter Notes
Presentation Notes
Glenda is on board with future development on the external candidate “prospect”�� (Susan – check with Maria IS THERE ANYTHING ELSE WE HAVE TO NOTE HERE – I chose Candidate Smith by typing in the word candidate)



Process: Run find succession plans report
Role inputting into WD: HR Talent Administrator
Visibility: HR Admin, HR Talent Admin, HR Partner
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