
Why Upskilling Your Team 
Will Be Critical for 
the Next 12 Months



The coming year is going to be critical for businesses. 

Never before has such upheaval occurred on a large scale; it’s going to 
take unprecedented planning to ensure your business makes it.

In times of crisis, businesses find out how resilient their teams are, but 
some employers will discover that there are critical skills gaps in their 
organisation.

As businesses navigate their way through the recovery stage of Covid-19, 
they need to make some decisions about their teams and to plan for the 
future.

Some teams will not be coming back in full for a variety of reasons; 
some will need to adapt to different working schedules and different 
processes; others will need to change or expand.

This guide is all about upskilling your team to ensure you have the right 
people in the right roles during what is going to be a pivotal 12 months 
for your business.

You might be aware that you need to make some changes to ensure your 
team are operating at peak performance but are not sure what to do or 
where to start – this guide is for you.

This report covers everything you need to know about upskilling your 
team in our post-Covid world.   

Neil and Adela
The  Recruiting Office Ltd.
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Upskilling for the New  
‘Distance Economy’ 
The term ‘distance economy’ refers to our new way of working 
– with remote working now playing a significant part in many 
organisations for the first time.

How has the way your business operates daily changed since 
Covid-19? Aside from social distancing measures, are there 
members of your team who now work full or part-time from 
home?

After months of people working remotely and seemingly coping 
well, the longer-term effects of such a dramatic shift are now 
being realised. 

Recent research shows that remote workers are more productive 
by as much as 13%, as found in this BBC article, and this recent 
study by Australian outsourcing company Airtasker. 

But if your employees are now working from home, this might 
mean that they need to upskill in some areas, especially if it is 
going to be for the long term.

Three areas that you should bear in mind when thinking about 
the upskilling of your remote employees include:

•	 Digital training – many organisations have invested in digital 
tools to help their teams undertake remote work. How much 
time or resources have you invested in helping newly remote 
workers get to grips with new technology?  

•	 Communication skills – it is a fact that distance increases 
communication challenges. To succeed in the distance 
economy, your team will need to possess the sharpest 
communication skills. This HubSpot blog contains some 
excellent ideas on how to improve communication skills in 
your team.  2

https://www.bbc.com/worklife/article/20200710-the-remote-work-experiment-that-made-staff-more-productive
https://www.airtasker.com/blog/the-benefits-of-working-from-home/
https://www.airtasker.com/blog/the-benefits-of-working-from-home/
https://blog.hubspot.com/service/team-communication
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Don’t be afraid 
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that your team 

need but might 
be lacking.

•	 Create a learning culture – encourage learning in your  
remote team to create a culture where training is always 
present. Allow your team allotted times each day or week  
to use for training in areas they have chosen themselves.

Training and developing your team in a remote world is going 
to be a learning curve for you and your employees, but from 
challenges always comes growth.

Next, let’s look at why the timing of your upskilling is essential. 

Timing is Key
Time is of the essence when it comes to upskilling your workforce.

Never before has it been so essential to act quickly to make 
decisions which will impact your business in the future. The 
organisations that wait for the ‘right’ moment to act could be 
losing valuable time and end up suffering because of it.

There is a real need to get your team back into their roles, with 
the added challenge of them returning to a changed environment. 
A positive that can be drawn from the pandemic is how quickly 
people acted in pivoting to accommodate new needs. 

By many accounts, the pandemic has only accelerated changes 
that would have occurred anyway, in the form of new digital 
transformation, new products and services and changes to many 
teams. 

Employees generally coped well with the crisis stage of the 
pandemic, learning new skills quickly but possibly crudely. 

To build on the momentum of your team adapting to the way 
that Covid changed your business, act quickly and offer new skills 
training over the coming few months. Leaving it up to another six 



months or more to help your team develop the new skills they 
will need can put you at a disadvantage. 

Don’t be afraid to be continually reviewing the skills that your 
team need but might be lacking.

You might have employees taking on different roles, new talent 
to train or the entire team needing to learn about new products 
and services. Speed is key when it comes to upskilling your 
workforce to succeed in the new normal. 

It is important to remember the issue of time when your team are 
returning to work after furlough. For some, the time spent away 
from their role could have been up to six months long.  

So, as well as upskilling for the new normal, you might have to 
reskill some of your team, too. 

Reskilling is Essential Too
As the initial worry that the pandemic was going to cripple the 
economy fades, what businesses realise is that dealing with 
change, rather than loss of business is the most significant 
challenge.

We will look at managing change in more detail a little later in 
the report, but first, let’s look at how reskilling is essential right 
now. 

This HBR article documents how reskilling has been identified as 
one of the ways to soften the economic blow of Covid-19.

The article states how a Swedish airline acted quickly to reskill 
their workforce by creating a three-day training programme 
for 1100 furloughed cabin crew to build on basic medical 
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training they had received earlier in their career. As a result, 300 
employees were re-trained and began working in the healthcare 
sector.

This is just one example of how it is entirely possible to equip 
employees with critical skills rapidly. 

The scenario might be slightly different in your organisation, but 
the fact remains that time is critical when equipping your team 
with the skills they will need for the new normal.

A sense of urgency is needed to implement the rapid innovation 
that will carry your business’ momentum forwards. 

You might have a skills gap in your team now that wasn’t there 
before the pandemic – do you have a plan in place to give current 
team members the skills they need now?

If the answer is no, or you’re not sure what your next steps should 
be - in the next section, we look at the six steps to upskilling your 
workforce. 

7 Steps to Upskilling 
Your Workforce
Looking to grow your business, stabilise in a post-Covid world or 
want to upskill your team for the future? Here is the seven-step 
process to upskilling your team for the next 12 months. 

1. Identify the Gaps
Firstly, if you have not already, it’s time to identify skills gaps by 
performing a skills gap analysis. 
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There are three main stages of performing a skills gap analysis -

Determine the skills needed in your organisation
Your organisation might have changed the way it operates over 
the course of the pandemic; in fact, it will be unusual if things are 
the same as pre-Covid.

You might not have had a chance yet to sit down and document 
everything that has changed in the last six months – now is the 
time.

Do you have new products, services, or processes? Do you have 
more or fewer employees? Has your business goal shifted?

The goal here is to find the tasks that employees undertake each 
day; there is a chance there will be new tasks that a role has not 
been assigned to yet.

Assess the skills of current employees
To assess the skills of existing employees, consider the following 
for each employee and each task that you identified in the first 
step:

•	 The employee is not aware of this particular task
•	 The employee is aware but not able to carry out this task
•	 The employee can carry out this task but needs assistance
•	 The employee can carry out the task unaided
•	 The employee is skilled enough to train others on how to 

perform this task

You can perform this assessment alongside your employee to find 
out which tasks they are adept at and which they need more time 
to learn.

Identify the gaps
Finally, you will end up with a list of tasks, and a list of employees 
who are either able or unable to perform them. Compare the two 
sets of data, and you will discover where you have skills gaps.
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Finding out where the gaps in your team are is essential if you 
want to strengthen your business.

Once you have identified the gaps, you can then start to 
build around this – the next step is to start putting in place a 
programme to upskill your current team members.

2. Create Tailored Personal Development Plans
Once you have the information you need on where the gaps 
in your team are, you can set about upskilling your current 
employees with the skills they need.

The most effective way to do this is to create personal 
development plans (PDP) for each individual. Most organisations 
will have some form of PDP for their employees, but whether 
they’re a working document, or whether they get stored in a file 
and never looked at can vary between organisations.

Take note of the word ‘personal’ when creating PDPs with your 
employees – it’s not a one-size-fits-all approach.

Each employee will be at a different stage in their career, with 
different goals and aspirations. What was important and relevant 
to them pre-Covid might not be the same now – some individuals 
might be wanting to take a step back and go part-time; others 
might have been inspired during the pandemic to take on more 
responsibility.

No matter what stage employees are at in their career, there is 
always room to learn and grow.

French author and winner of the Nobel Prize for Literature in 1921 
Anatole France said: “To accomplish great things, we must not 
only act, but also dream; not only plan, but also believe.”

General goals and aspirations can be nailed down when you create 
PDPs which speak to and excite your employees, and they can 
include personal as well as professional goals. An employee might 
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want to get better at public speaking or improve their delegation 
skills – and you should support them to develop these skills which 
will help them in all areas of life, not just their role within your 
organisation. 

Employee PDPs should contain measurable and attainable goals. 
Expecting a relatively new employee to be at management level 
within a year might not be achievable, but helping them reach 
important milestones such as holding their first meeting or going 
on a leadership course is. 

Plan to review PDPs periodically, every three to six months is 
a good timeframe to aim for and have an annual review to talk 
through what the employee has achieved and what they are still 
working on. 

3. Implementation
Implementing these PDPs means offering employees a strong 
support network to meet their goals in ways that suit them.

If your team have areas to work on to be able to develop new 
skills, what kind of support and training are you providing for 
them, and how will they access this learning?

Most larger organisations have training budgets – it has never 
been more important to look carefully at where your training 
budget is going. There will likely be a mix of remote and non-
remote employees, and they all need to have access to training 
resources. 

Additionally, there are many different ways people like to learn 
– some prefer traditional classroom type learning, others prefer 
to learn ‘on the job’ as they are doing the task, some prefer self-
directed learning (where they undertake their own training on an 
agreed topic).

Typically, you might have employees undertaking training in 
different parts of the business in the form of secondments – is 
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this still going to work in the Covid era? You might need to tailor 
your usual training programmes to comply with social distancing 
measures. 

4. Coaching and Mentoring  
Coaching and mentoring are great ways to upskill your workforce. 
These two different development methods often get confused 
when they are, in fact, different.

Coaching is a more role-based, performance-driven type of 
development which happens between an employee and their 
manager. 

Mentoring is more focused on personal development – a mentor 
can be an external person who helps you grow your skills, which 
of course ties into professional development, and why the two 
often get confused. 

While mentoring has translated relatively well in the remote-age 
(Zoom calls are great for mentoring sessions), coaching is more 
difficult to implement – have you addressed this in your post-
Covid team?

People don’t leave companies; they leave managers – you might 
have heard this phrase before. While it’s true to a certain extent 
(in fact, data shows that in ‘bad’ companies, neither ‘good’ nor 
‘bad’ managers make a difference, but another study found that 
65% of people would take a new boss over a pay rise) coaching 
your team members is an excellent way to strengthen your 
relationship with employees.

But being an effective leader is about understanding yourself, 
your strengths and limitations.

If you aren’t confident in your caching abilities, there are plenty of 
external organisational coaching businesses available.
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https://www.cultureamp.com/blog/the-biggest-lie-in-hr-people-quit-managers/
https://www.cultureamp.com/blog/the-biggest-lie-in-hr-people-quit-managers/
https://leadingwithtrust.com/2017/10/29/a-better-boss-or-a-pay-raise-what-would-your-employees-choose/
https://leadingwithtrust.com/2017/10/29/a-better-boss-or-a-pay-raise-what-would-your-employees-choose/


Internal vs external coaching is something that your company will 
need to decide on, and both have their benefits and drawbacks.

For example, external coaching might cost more, but it can 
achieve better results. This is because external coaches don’t carry 
preconceptions about your business or your employees. 

It is highly recommended that you include coaching and mentoring 
to some extent in your upskilling process, how you choose to do it is 
a decision you need to make within your organisation.

5. Track Progress Closely 
As your team develops, an essential part of the upskilling process will 
be to track their progress.

After all, how can you see those PDPs come to life if they are not 
regularly reviewed?

As I mentioned earlier, sitting down and reviewing employee 
progress is a key part of the upskilling process, and the more 
regularly you do this, the better. 

Leaving it more than six months between reviews can lead to 
employees feeling disengaged with their PDPs or even feeling 
abandoned.

As you review employee PDPs, take note of how they feel their 
progress is coming along, what parts of learning new skills or 
developing their current skillset they are enjoying and what they 
are struggling with. PDPs can be altered and adapted along the 
upskilling journey – some employees will hit goals sooner than 
expected; others may take longer.

Everyone who is on a professional or personal journey feels 
motivated to keep it up when they feel supported, and it is up to you 
as their manager to do this. 
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Regular check-ins encourage team members to talk about 
anything they might be struggling with that they don’t want to 
bring up in general day-to-day conversation.

Being physically and emotionally available for your employees 
will help them grow; transparent and reliable leadership is a key 
element of every successful company. 

Once the 12-month PDP period comes to an end, it’s time to 
review your employees’ progress using the measurable goals you 
set out in the original plan. 

6. Manage Change 
A big challenge for managers during times of organisational 
change, like during a period of upskilling, reskilling or the 
addition of new products and services, is managing the mindset 
of change in your employees.

Generally, people are resistant to change; it’s an evolutionary 
response. 

But for successful upskilling to occur in your business, change 
must be accepted and understood by all.

The following are ways to successfully manage change in your 
team as they go through their upskilling journey -

•	 Don’t erase the past – if your organisation or the roles of 
your employees have changed due to Covid, remember 
to acknowledge the past rather than trying to erase it. 
Programmes and strategies that your employees have 
worked hard on in the past suddenly disappearing can make 
them feel disheartened – let them know that their previous 
work is appreciated, but that change is now necessary.

•	 Actively listen – don’t fall into the management trap of 
thinking that you ‘know best’. Being open to feedback and 
suggestions from your team during the upskilling process is 
essential if you want your team to grow. 11
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•	 Communicate changes – there is nothing more isolating for team 
members when changes occur in the business, and they aren’t 
informed – it makes them feel disregarded and causes them to 
become disengaged. Always communicate changes to your team 
before you implement them; this transparency will strengthen the 
upskilling process and your entire organisation. 

There will be times when, despite your best efforts, there are skills 
gaps in your organisation which call for external talent to be brought 
in.

Finally, let’s look at how recruiting new talent will be an essential part 
of upskilling your team for the next 12 months.

7. Recruiting New Talent 
In the post-Covid era, many organisations are looking to cut costs, and 
halting recruitment is a strategy some businesses implement to free up 
budgets in the short-term.

But let’s think about the following 12 months. This will be possibly the 
most business-critical period most companies will go through in a 
generation. 

If you get to the point where you recognise that there are critical skills 
gaps that cannot be closed with your existing team members, you will 
need to think about recruitment. 

Plugging a skills gap is essential to keep your business afloat, but it 
becomes critical when you want to grow, which many companies do.

In the coming year, many organisations will be introducing new 
products and services, and it might not be feasible for your current 
team to grow in the time needed to make this a success. 

You will know from your skills gap assessment which skills you need 
in your business, and sometimes it isn’t possible to train current 
employees to be proficient in new skills for a variety of reasons. It 
might be too far out of their knowledge remit, or they might not have 
time to learn alongside their busy current role. 12



When it comes to recruiting, doing so in times when others are holding 
back on their recruitment can produce great results. The talent pool you 
have to recruit from is more widespread when your competitors have 
shut down their recruitment programmes

In recruitment, working with an expert will get you better results than 
opting for a general service provider. We are experts in recruiting in 
Norfolk, and we are helping businesses like yours recruit the talent they 
need to take advantage of the market and to grow over the next 12 
months – something which many Norfolk organisations have ruled out as 
a possibility.

Finally 
Upskilling should be part of every organisation’s business strategy for the 
next 12 months. 

A 2019 PwC study found that 79% of CEOs regularly worry about their 
workforce’s existing skills, and Covid has only worsened this problem. 

Many managers wrongly believe that training and development is 
something that only happens at the start of employees’ time with their 
company. But meaningful development and upskilling is something that 
can and should happen throughout employees’ careers – and it has never 
been more critical to have a team in place who possess vital skills.  

If you want to grow, and you have skills gaps which are proving difficult 
to close, get in touch with us today. We can talk you through your 
recruitment options and provide help and advice on upskilling for your 
organisation’s current needs and future plans. 

Call us on 01603 964816 or get in contact with us here to talk about 
your upskilling options for your current skills gaps. 

Neil & Adela 
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https://www.pwc.com/talent-trends-ceo-survey?zd_source=hrt&zd_campaign=4352&zd_term=chiradeepbasumallick
https://therecruitingoffice.co.uk/recruitment-services/


About us
At The Recruiting Office we recognise how hard it can be for non 
HR staff to fit recruitment around their regular day to day duties 
and to ensure that job specifications, advertisements, selection 
and interview processes are without bias and are effective in 
identifying the best possible candidates.  

We know how vital pro-active candidate sourcing can be in an 
increasingly candidate short market and we understand that 
many non recruitment professionals struggle to pro-actively 
identify and engage with suitable passive candidates.

And we know that modern businesses sometimes need to 
engage skilled personnel on a non permanent basis to support 
specific projects or changing business needs.

If you are experiencing issues or concerns with any aspect of the 
recruitment process - from writing job and  person specifications 
to effective on boarding, from engaging with passive candidates 
to required document checks and when to undertake them - we 
can help!

At The Recruiting Office we have over 40 years experience 
of supporting Norfolk employers through every aspect of the 
recruitment process and our comprehensive, knowledgeable, 
compliant and ethical recruitment services really work! 

For a no obligation discussion of the recruitment issues you are 
experiencing and the solutions we can offer - call us now on 
01603 964816 or email neil@therecruitingoffice.co.uk

14

mailto:neil@therecruitingoffice.co.uk


Your next actions
Connect with us in multiple ways

You can connect with either of us on multiple social media channels 
including LinkedIn and Facebook 

https://www.linkedin.com/in/neil-scarborough-recruiter-for-all-your-
norwich-and-norfolk-recruitment-needs/
 
https://www.linkedin.com/in/adela-matin-cert-rp-2a98a333/
 
https://www.linkedin.com/company/5517696/admin/

Or call 01603 964816 or email Neil neil@therecruitingoffice.co.uk or Adela 
Adela@therecruitingoffice.co.uk to book a private recruitment strategy call.

Best wishes
Neil and Adela

P.S. Our recruitment services are without charge until/unless our successful 
candidate accepts your job offer and in the unlikely event they don’t work 
out we offer upto a 100 day 100% refund guarantee!

Tel:  01603 964816

Email: neil@therecruitingoffice.co.uk

www.therecruitingoffice.co.uk

1 Ideal Candidate

- Guaranteed!

CALL NOW FOR MORE INFORMATION

95% Placement

Success!

100% Satisfaction

- Guaranteed!
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Client Testimonials
 
“What makes The Recruiting Office our agency of choice is the ability 
Adela and Neil have to fully engage and understand our requirements. They 
understand that we are looking for people who want to be part of our brand. 
This is reflected in the quality of candidate they place in both temporary and 
permanent positions. This is a true partnership and one I believe will be long 
lasting and important in the success and growth of our depot.”
Simon
 
“The Recruiting Office has found our company a succession of quality staff 
that are continuing to provide first class service to our customers in East 
Anglia. The professional and thoroughly well organised manner that The 
Recruiting Office operate make them a pleasure to do business with.”
Graham

 

Candidate Testimonials
 
Just a quick email to say thank you for your help in getting me to interview.  
What makes The Recruiting Office different stand head and shoulders ahead 
of other agencies is the care and attention the staff put into understanding not 
only what the potential employer does and requires but also understanding 
not only the skill set of the potential employee but also their personality 
thus making the position/employee a match better. This coupled with your 
attention to detail and contact, updates, feed back and genuine interest in all 
aspects of the process makes for an outstanding business model.
Mark
 
“I would recommend to anyone looking for short or long term employment to 
use the services of the Recruiting Office.
The help and support I received was invaluable-from CV analysis to a better 
understanding of the current work market (after coming out of a long-term 
job) I was in a placement within a couple of days.
All consultants I dealt with were friendly, polite and professional.
My placement lead to permanent employment, however, I would not hesitate 
to use the services of The Recruiting Office again if my situation changed.”
Charlotte
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