
SUCCESSION PLANNING

National Association of Housing and Redevelopment Officials

630 I Street NW  ● Washington, DC  20001-3736

Toll Free: (877) 866-2476  ● Email: professionaldevelopment@nahro.org ● www.nahro.org

1© NATIONAL ASSOCIATION OF HOUSING & REDEVELOPMENT OFFICIALS

PURPOSE OF COURSE ON SUCCESSION PLANNING:

To improve commissioners’ and management’s ability to plan for 
and accomplish succession planning by: 
¡ providing an overview of the values and methods of 

succession planning.
¡ illustrating the ten steps involved in succession planning.
¡ providing a list of strategies to ensure success.
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PART 1: BACKGROUND

§ Defining “Succession Planning”

§ The competition for talent

§ Foundational elements of succession planning

§ Overview of the planning process 
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DEFINING SUCCESSION PLANNING

Succession planning is the process we use to identify and 
prepare successors - that is, the people who come next.

Let’s look at the parts of this definition.
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PROCESS

§ Planned

§ We can document the steps

§ There is a beginning and an end, or boundaries to the 
process.

5©   NATIONAL ASSOCIATION OF HOUSING & REDEVELOPMENT OFFICIALS

IDENTIFY POTENTIAL SUCCESSORS

Identify the people, principally in the organization, who are a 
potential resource for future leaders. 
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PREPARE  FOR SUCCESSION

Provide the development opportunities to help them get ready.
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IDENTIFY POSITIONS FOR WHICH TO PLAN SUCCESSION

First identifying the leadership positions for which individuals 
need to be prepared.
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ORGANIZATIONAL OPPORTUNITIES
Commissioners

C. E. O.

Administration Maintenance Occupancy Property 
Operations

Finance 
and Accounting

Information 
Technology

Personnel / HR

Payroll

Accounting

Purchasing

Inventory 
Management

Property 
Maintenance

Unit Preparation

Site Management

Clerical Staff

Maintenance

Safety 
and Security

Resident Services
and Relations Section 8 HCV

THE RIGHT TIME - WHEN?

When will we need to 
replace a key member 
of our leadership 
team?

¡ Soon?

¡ In a few years?

¡ Several years out?
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VARIABLES TO CONSIDER – LOOKING AT POSITIONS OF 
LEADERSHIP

¡ Age
¡ Health
¡ Competitiveness of opportunity
¡ Job satisfaction
¡ Career goals
¡ Family considerations
¡ Accidents
¡ Other unknowns
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POTENTIAL TALENT - HOW EASY OR DIFFICULT?

¡ How easy or difficult will it be to replace the leader, and what 
happens if you fail to plan ahead?

¡ The answer partly depends on the level of competition for 
talent.
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ENVIRONMENT TODAY

What kind of environment do we have today?

¡ It’s a “Seller’s Market,” or

¡ It’s a “Buyer’s Market.”

Might that change?  Are you prepared for what might happen?
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SELLER’S OR BUYER’S MARKET?

72 percent of the firms surveyed in 2008 said the retention of 
talent would be their fastest-growing issue.*  We need to 
consider the market today and going forward.

* study by the Institute for Corporate Productivity
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DEMOGRAPHICS

The demographic factor has two parts:

1. Baby Boomers

¡ people born between 1945 and 1965

¡ people in their fifties, sixties and seventies.

2. Not enough younger people “ready” to fill all those 
openings.
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DEMOGRAPHICS

FACTORS EFFECTING THE JOB MARKET:
GLOBALIZATION, TECHNOLOGY TRANSFER, & CONSOLIDATION

¡ Leaders are often generic.

¡ Rapid growth of nonprofit and for-profit competitors to public 
housing.

¡ Consolidations - Housing consortia.
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SOLUTION?

We can expect the competition for leadership to be fierce for 
decades to come.

If that’s the problem...

…what’s the solution?
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PLANNING AS A SOLUTION

Planning is 
knowing…

§ What you’ll need

§ When you’ll 
need it

§ How you’ll get it.
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FOUNDATION OF SUCCESSION PLANNING

§ Foresight

§ Assessment

§ Development

§ Courage
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FORESIGHT

Succession planning depends on looking ahead. 

Successful organizations…

¡ have some sort of measuring process - they know how they are 
doing.

¡ accept and embrace change – they know the future will be 
different.
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ASSESSMENT

Effective succession planning depends on effective performance 
assessment.
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DEVELOPMENT

¡ Helping improve performance.

¡ Advancing those with high performance.

Both situations call for development: 

¡ the systematic identification of training gaps and opportunities for 
growth. 

¡ the delivery of experience and education to address the opportunities 
that may present themselves.
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OVERVIEW OF THE PLANNING PROCESS

Ten steps:

1. Decide to plan

2. Assign accountability

3. Set a schedule

4. Define the job or jobs included 

5. Inventory internal talent

6. Define development needs

7. Implement development

8. Identify outside candidates

9. Make selection

10. “Onboard” successful candidate
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PART II: KEY STEPS IN PLANNING SUCCESSION

Four Phases – Ten Steps:

¡ A - Design Phase (four steps)

§ B - Action Phase – Internal Focus (three steps)

§ C - Action Phase – External Focus (one step)

§ D - Completion Phase (two steps)
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A.  DESIGN PHASE

Step 1:  Deciding to plan succession.

Step 2:  Assign accountability.

Step 3:  Setting a schedule.

Step 4: Defining the positions(s).
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DESIGN PHASE
STEP 1: DECIDING TO PLAN SUCCESSION

Who decides?

¡ Board of Commissioners

¡ Executive Director/CEO

The answer may depend on scope of plan.
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DESIGN PHASE
STEP 2:  ASSIGN ACCOUNTABILITY

Accountability for the process.

§ The board’s role.

§ The leaders’ role(s).
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DESIGN PHASE
THE LEADERS’ ROLE(S)

¡ Have updated job descriptions (Make sure descriptions are 
current and anticipate coming changes).

¡ Amend Personnel Policy, as appropriate.

¡ Is there a need to consider in collective bargaining?

¡ Be clear about plans – identify leadership positions.
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DESIGN PHASE
STEP 3: SETTING A SCHEDULE

When will we need a stand-in or replacement?

§ Emergencies – both temporary and sudden departures.

§ Long-term.
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DESIGN PHASE
STEP 3: SETTING A SCHEDULE

Think of blocks of time…

§ Immediately or within one year.

§ One to two years.

§ Three to five years
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4TH STEP: DEFINING THE JOB(S)
Commissioners

C. E. O.

Administration Maintenance Occupancy Property 
Operations

Finance 
and Accounting

Information 
Technology

Personnel / HR

Payroll

Accounting

Purchasing

Inventory 
Management

Property 
Maintenance

Unit Preparation

Site Management

Clerical Staff

Maintenance

Safety 
and Security

Resident Services
and Relations Section 8 HCV

DESIGN PHASE
STEP 4: DEFINING THE 
POSITION(S)

LOOK INTO THE FUTURE
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B.  ACTION PHASE – INTERNAL FOCUS

Step 5:  Identify and assess internal talent.

Step 6:  Defining development needs.

Step 7:  Implementing development.

¡experience and training.
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ACTION PHASE – INTERNAL FOCUS
STEP 5: IDENTIFY AND ASSESS INTERNAL TALENT

¡ Smaller agencies

¡ Mid-sized agencies

¡ Larger agencies
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ACTION PHASE – INTERNAL FOCUS
STEP 5: IDENTIFY AND ASSESS INTERNAL TALENT

Breaking down barriers/ending silos:

§ Overcoming resistance

§ Building your bench

§ Managing development

§ Public employment environment
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ACTION PHASE – INTERNAL FOCUS
STEP 6: DEFINING DEVELOPMENT NEEDS

The “readiness” screen.

§ How soon do you need someone “ready”?

§ How much preparation do individuals need to be “ready”?
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ACTION PHASE – EXTERNAL FOCUS

Step 8. Identify outside talent
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ACTION PHASE – EXTERNAL FOCUS
STEP 8: IDENTIFY OUTSIDE TALENT

¡Networking

¡Agency Reputation
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ACTION PHASE – EXTERNAL FOCUS
STEP 8: IDENTIFY OUTSIDE TALENT

Networking
§ NAHRO & other housing organizations
§ Non-profits and for-profits
§ Commercial and community
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ACTION PHASE – EXTERNAL FOCUS
STEP 8: IDENTIFY OUTSIDE TALENT

Agency Reputation.
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PART III: GOING TO YOUR BENCH

When you need a stand-in or replacement?

§ Emergencies – both temporary and sudden departures.

§ Long-term.
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PART III: GOING TO YOUR BENCH

This may require immediate action to fill the void.  It may be time 
to look to your bench for the talent that is “ready.”

Or, is it an opportunity for a development experience?
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PART III: GOING TO YOUR BENCH

Completion Phase and beginning anew

¡ Step 9 Selection  (Applies whether a “permanent” selection or 
a “development opportunity.”)

¡ Step 10 On-boarding
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GOING TO YOUR BENCH – COMPLETION PHASE AND STARTING ANEW
STEP 9 : SELECTION

Selection, whatever the method, should meet three tests:

1. Efficient?

2. Effective?

3. Fair?
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GOING TO YOUR BENCH – COMPLETION PHASE AND STARTING ANEW
STEP 9 : SELECTION – MAKING A PERMANENT SELECTION

Stages of selection:

1. Posting the job

2. Managing applications

3. Screening down to finalists

4. Selecting among finalists

5. Checking references

6. Making the offer
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GOING TO YOUR BENCH – COMPLETION PHASE AND STARTING ANEW
STEP 9 : SELECTION

Posting the job.

¡ What to include?

¡ Where to post?
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GOING TO YOUR BENCH – COMPLETION PHASE AND STARTING ANEW
STEP 9 : SELECTION

Managing applications:

¡ respond promptly

¡ prepare staff

¡ date stamp applications/retain material

¡ return messages/answer questions

¡ follow up with all applicants
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SELECTION - SCREENING DOWN TO FINALISTS

Screening to the finalists

¡ Clearly unqualified

¡ Unclear qualification

¡ Clearly qualified

¡ Discussion guide

¡ Questionnaire

¡ Request writing sample
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CHECKING REFERENCES

§ Ask all the finalists for references (or only the finalist).

§ Ask permission to contact the references.

§ Ask the candidate(s) to give their references permission to talk 
with you.
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FINALIZING THE SELECTION – CHECKING REFERENCES

Ask one question of references three ways:

1. Any fatal flaw?

2. Missing something that is available elsewhere on team?

3. Opportunity to assist in development?
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MAKING THE OFFER

§ Salary.
§ Benefits.
§ Starting date.
§ Re-location allowance if any.
§ Reporting relationship.
§ Probationary period and review process if any.
§ Development planning process if any.
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GOING TO YOUR BENCH – COMPLETION PHASE AND STARTING ANEW
STEP 10: ON-BOARDING

¡ Communications

¡ Pre-arrival

¡ First day

¡ Orientation

¡ Progress checks

¡ Beginning over
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TRANSITIONAL LEADERS

§ Caretakers

§ Mentors

§ Changing direction/organizational shift

§ House cleaners

54©   NATIONAL ASSOCIATION OF HOUSING & REDEVELOPMENT OFFICIALS



All rights reserved.  No part of this publication may be reproduced, stored in a 
retrieval system or transmitted in any form, electronic, mechanical, photographic, 

recorded or otherwise, without prior written permission of the National 
Association Of Housing And Redevelopment Officials.
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