Two Factor Availability Analysis

Worksheet for calculating job group availability percentages, considering internal and external availability.
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Follow the instructions below to complete both the analysis for women and the analysis for minorities:

	1
	Determine what proportions of employees in this job group come from internal and external sources.  (Internal sources may be promotions or transfers, and external sources may be the qualified external labor force or colleges which provide students with training suited for jobs in this job group.)  Depending on how employees are usually placed into this job group, assign an approximate percentage value (anything from 0% to 100%) to internal and external placements. Enter the values you've assigned into the cells in this column. Enter the sum of these weights in cell A—the sum of the assigned weights must equal 100%. 

	2
	If you have assigned any weight to internal availability, insert the availability percentage for women (or minorities) from internal sources here. This percentage is usually the Utilization % for women (or minorities) in the job group(s) in your company from which promotions or transfers into this job group are likely. Those percentages can be found in your Job Group Availability/Utilization/Underutilization Analysis and Goals chart.

	3
	If you have assigned any weight to external availability, insert the availability percentage for women (or minorities) into this space.  Most companies consider the qualified labor pool within their reasonable recruitment area to be the primary source of external candidates (data from the 2000 census).   

Other sources:  If this job group contains many job titles with specific skills, you may consider using the Composite Availability worksheet to derive a weighted average of different occupation codes.  If this job group consists of primarily entry-level positions, another possible source of availability may be the population of women and minorities in the area where your company is located.  This information is also available from census data.  If this job group in your company has specific training requirements provided by a college in your area, that institution should be able to provide you with graduation or enrollment statistics. Contact this department if you need assistance in determining which statistics are appropriate.

	4
	Multiply the value in column 1 for Internal Availability by the value in cell 2.  Divide this result by 100 so that the value is expressed as a percentage.  

	5
	Multiply the value in column 1 for External Availability by the value in cell 3.  Divide this result by 100 so that the value is expressed as a percentage.

	6
	Add the values in cells 4 and 5.  This is the final availability percentage for the job group.  Write this number in as the availability percentage for women (or minorities) in column 4 of your Job Group Availability/Utilization/Underutilization Analysis worksheet.
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