
UNIVERSITY OF SOUTHERN CALIFORNIA

Talent Manager

Job Code: 117165

OT Eligible:

Comp Approval:

Supports the university’s senior leadership by identifying potential candidates for key executive 
positions in succession planning exercises, reviewing individual assessments and developing 
action plans to ensure a robust and diverse talent pipeline that meets business continuity 
objectives. Designs, develops, and facilitates the executive talent review and assessment process. 
Compiles “ideal candidate” profiles for each key executive position and catalogues experience, 
skills, abilities, and performance of potential candidates; tracks progress of candidates toward 
achieving milestones in individual development action plans, and assesses readiness to fill key 
executive roles. Monitors the effectiveness of talent management processes and systems.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

11/30/2018

______ Advises on maximizing talent and capability growth opportunities, and managing 
potential risks, within business change and transformation programs. Helps define 
the talent and capability requirements of the business/function. Develops materials 
and provides expert and influential guidance to HR stakeholders for the rollout of 
new talent management products and solutions, and other talent management-
related matters.

______

______ Designs, develops and implements talent review process for succession planning. 
Implements 360 performance assessment, tracks employee progress, and 
facilitates talent review discussions. Compiles employee goals, skills, abilities and 
expectations, and compares them to the needs of current and future roles.

______

______ Manages and facilitates the annual talent identification and review cycle, including 
talent brokering, succession planning, distinguishing high-potential employees, 
flight-risk assessment, and 360 feedback rollout.

______

______ Conducts baseline reviews of talent management policies, programs and practices 
to ensure alignment with university values and goals, providing specialist insight, 
analysis and recommendations to continuously improve methods. Actively up-skills 
and improves collaboration between HR teams and senior leadership to strengthen 
talent management across the university. Manages consultants who may be 
engaged to design, facilitate and assist in the implementation of talent assessment 
and succession planning programs.

______

______ Strengthens and diversifies talent pipelines to business-critical and leadership 
roles. Benchmarks and develops senior leadership, including succession plan 
deployment, leadership assessment, and development and implementation of 
initiatives to drive increased diversity in leadership roles.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Skills:  Other:

Communication -- written and oral skills

Interpersonal skills

Knowledge of applicable laws/policies/principles/etc.

Lead/guidance skills

Staff development

Minimum Education:

Bachelor's degree

Minimum Experience:

7 years

Combined education/experience as substitute for minimum experience

Preferred Experience:

10 years

Minimum Field of Expertise:

Seven years’ experience researching, developing and implementing progressive talent 
models and interventions, and at least four years’ experience working with external 
consultants. Demonstrated experience of collaboration with and ability to influence senior 
management. Track record of supporting business leaders in identifying, developing and 
deploying talent. Excellent communication, interpersonal and relationship-management 
skills. Proven experience delivering projects and facilitating and/or coordinating meetings 
within a large, complex organization. Comfortable using data to drive insight and decision 
making. Proactive, resilient, motivated and results-oriented.

Preferred Field of Expertise:

Demonstrated experience developing and leading employee programs for retention and 
engagement. Experience in higher education and with diverse organizations.
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The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


