




Definition of 'Gap Analysis' 
 
 
The process through which a company 

compares its actual performance to its 
expected performance to determine whether 
it is meeting expectations and using its 
resources effectively.  

Gap analysis seeks to answer the questions 
"where are we?" (current state) and "where 
do we want to be?" (target state).  
 
 

 



explains 'Gap Analysis' 
  Conducting a gap analysis can help a company re-

examine its goals to determine whether it is on the 
right path to be able to accomplish them. A 
company will list the factors that define its current 
state, outline the factors that are required to reach 
the target state, and then determine how to fill the 
"gaps" between the two states. 



Aim of the Gap Analysis 
 “The gap analysis determines ‘the space between 

where we are and where we want to be’, and serves 
as a means to bridge that space.” 

 “A gap analysis is conducted to determine the 
difference between the actual state and a desired 
future state of a system.” 





 Gap Analysis is an effective solution for Business 

Process Improvement (BPI), technology procurements 

and strategic planning projects. Because a business 

fulfills its purpose through the services it provides, 

BPI may be used by any business or organization with 

a service orientation – be it a for profit business, a 

non-profit organization, a government agency, or any 

other ongoing concern. Gap Analysis is used in BPI to 

identify perceived needs that the new system of doing 

business cannot meet and that the current business 

processes do not support. 

 



Business Process Improvement 

(BPI) 
 Successful navigation from the As Is to 

 the To Be can be achieved through the use  

of Gap Analysis.  

 

 Effective use of Gap Analysis can effectively  

minimize risks and reduce the costs of the Medicaid BPI 
effort. Gap Analysis is key to a successful BPI in today’s 
business and technology environment. 



Purpose of a Gap Analysis 
 Measures the difference between the current and 

future states. 

 Compares the workforce across a set of dimensions. 
Examples of gap dimensions (they should be created 
to best suit your organization strategy): 
i. Alignment to strategy 
ii. Capabilities 
iii. Workforce supply groups 
iv. Skill level(s) 
v. Separation rates 
vi. Retention difficulty 

 



Purpose of a Gap Analysis 

 Keeps timeframes in mind 

 Not all gaps are equal 

 Prioritize gaps to fit the needs of your organization. 
Not all gaps need to be closed. 

 The gap analysis feeds into the action planning stage 
which is where we set our critical, measurable targets 

 



 1. Identify Your Future State 

  First, identify the objectives that you need to achieve. 
This gives you your future state - the "place" where you 
want to be once you've completed your project. 

 2. Analyze Your Current Situation 

  For each of your objectives, analyze your current 
situation 

 3. Identify How You'll Bridge the Gap 

  Once you know your future state and your current 
situation, you can think about what you need to do to 
bridge the gap and reach your project's objectives. 

 

 

http://d4deepan.blogspot.com/2011/08/how-do-you-perform-gap-analysis.html
http://d4deepan.blogspot.com/2011/08/how-do-you-perform-gap-analysis.html


Conducting a Gap Analysis 
 Analysts must be familiar with OMS framework 

 Allow several days to complete data collection 

 Prepare a summary report and provide to participants 



current state analysis 
 What is the value of the current state analysis? 

The Current State Analysis sets a foundation for the 
strategic workforce planning process and is a point of 
comparison for the gap analysis.  

 How are the pivotal talent segments integrated into the 
current state analysis? 

You will complete a template for each pivotal role groups 
that includes both quantitative and qualitative 
information on all individuals in your agency 

 



Steps in a Gap Analysis 
 1. Review System 

 2. Develop Requirements 

 3. Comparison 

 4.Implications 

 5. Recommendations 

 



1. Review System 
 Review of the current information system or 

application in order to understand the processing, 
features or system currently in place. 



2. Develop Requirements 
 Development of the requirements needed by the 'new 

system'. This may be in the form of a strategic 
objective that the organization wishes to implement. 
This strategic objective may allow 

 the organization to increase 

 their competitive advantages, 

 or improve the technology 

 and efficiency of their practices  

and procedures. 



3. Comparison 
 A comparison of the current element of the  
system and the new system requirements  
or objectives will give an idea of whether a 
 'gap' exists. 
 If there is a gap there will be discrepancies 
 between what the organization wants and 
 what they already have in place. 
 The gap analysis allows us to discover how 
 to get from one state to a new state. This 
comparison may take the form of a 'Gap - Yes/No' column 

(see Example gap analysis table below), to identify where 
the gaps exist for each element. 



4. Implications 
 Implications of introducing the 

item being evaluated. The risks and 
impacts of introducing/ 
implementing the item. More 
information regarding this step is 
contained in the resource 

 

http://toolboxes.flexiblelearning.net.au/demosites/series9/906/msd_respak/msd_e3/html/msd_e3_intro.htm
http://toolboxes.flexiblelearning.net.au/demosites/series9/906/msd_respak/msd_e3/html/msd_e3_intro.htm


5. Recommendations 
 
 The last step in the gap analysis is to make 

recommendations to identify the items or solutions 
needed to 'fill' the gap, if a gap exists. More 
information regarding this step is contained in 
resource 
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TYPES  

OF GAPS 

Demand-Side Gaps: ex) Retail Music Sales 

SOS < SOD 

SOS > SOD 

Which SO(s) ? 

Supply-Side Gaps: ex) CDW’s Promotion Cost 

Flow cost is too high  

Which flow(s)? 

II. Types of Gaps 

SOD: Service Output Demanded 

SOS: Service Output Supplied 

CDW: cost of hiring and training salespeople and managing sales 

force turnover in the face of 25% turnover rate 

 





Identify the Needed Skills 
 What is the agency’s mission? 

 What are the agency’s business goals? 

 What processes and procedures are currently in place? 

 What critical skills are needed to be able to perform 
the mission and meet the goals?  



What is a critical skill?  
 A critical skill is one that, if not present, results in a 

task not being completed satisfactorily, if at all. 

 

 The lack of a critical skill causes problems, but the 
possession of it allows work to continue.  



Analysis and data collection 
 

 Develop job profiles and identify critical skills needed 
for the job role 

 

 Conduct an inventory of current skills 

 

 Identify employees’ competencies and skill levels 



 
Develop job profiles and identify critical skills needed 
for the job role 
 
 Review current position descriptions for future needs 

 Consider the impact of upcoming statutory or 
regulatory changes on the work  

 Take the time to develop a list of competencies that 
most clearly and accurately describe what is needed to 
do the work 

 

 

 



Conduct an inventory of existing skills 

 Position descriptions 

 

 Job class specifications 

 

 Performance evaluations and employee assessments 

 

 Interviews/focus group meetings with supervisors, 
managers, and employees 

 



Identify individual employees’ competencies and skill 
levels 

  

 Put information gathered from competency assessments 
into one searchable database  

 Database of all employees and their existing competencies 

 Crosswalk with identified necessary critical skills for now and 
the future 

 Create agency skills inventories databases 

 Interagency cooperation   

 



What the database does for you 
  

 Allows you to search for qualified individuals already in 
your agency who have skills needed for certain jobs or 
projects 

 Identify gaps where no one has the necessary skills 

 Identify training needs so that training plans can be 
created 

 Provides a basis for discussion with individuals for career 
development 



Skill Gap Analysis  
 Helps you refine and define skills the agency needs, 

now and in the future 

 Helps your employees know what critical skills they’ll 
need to grow 

 Helps you in recruiting efforts when current 
employees don’t have the skills or the interest 

 



Gap Analysis Methodology 



Transforming Survey into Tree 
Structure 



Load Survey-Data into Tool 



Calculate and Analyze Gaps 



Reporting and Documentation 



Gap analysis steps 



 Step 1 : 

Identification of common issues where current 
research will not meet future challenges, or 
where current research needs to be continued 
to meet them.  

 



 Step 2 : 

 Identification of lacking issues, which are not 
mentioned in the state of map but emerged in 
the visionary scenarios.  

 

 



 Step 3 :  

Preliminary gap formulation and storylines, the 
issues identified in step 1 and 2 were 
formulated a complemented with a storyline to 
convey the problem scope of gaps and their 
implications in terms of needed research 
themes, which are preliminarily formulated.  



summary 
 Gap analysis is a technique for determining the 

steps to be taken in moving from a current state to 
a desired future-state.  

 It begins with listing of characteristic factors (such 
as attributes, competencies, performance levels) of 
the present situation ("what is") 

 cross-lists factors required to achieve the future 
objectives ("what should be") 




