
 
 

Knowledge Transfer  
Ideas about Passing on Your Expertise to Colleagues 

 
During the course of their career, each staff member acquires vast amounts of expertise, knowledge, 
information, and understanding about a wide variety of policies, procedures, ways to “get things done,” who 
to contact with questions, lessons learned, and much more.  This information is often not written but is 
invaluable to helping ARB operate effectively and innovatively. 
 
If you are in transition to move to a new assignment, retire or change careers, we urge you to think about 
the information you might share with others and choose one or more of the following methods to do this.  
Employees are ARB’s most valuable resource.  Please help by sharing this resource with others. 
 

 Documenting Procedures or Processes 
Share formal and informal procedures and processes for others to follow and use.  Locate 
documents and resources for these procedures; engage in process mapping. 

 
 Mentoring 

Take the time to mentor a fellow employee, participate in the ARB Mentoring Program; initiate 
a program for new staff members.  Mentoring can be formal or informal, can take a coaching 
emphasis, allow shadowing, cross training, etc. 

 
 Workshops and Training 

Consider conducting a workshop or training on an area of your specialized knowledge or skill 
for others.  This can be anything from a formal training series to a brown bag discussion, book 
club or other learning opportunity. 

 
 Institutional Knowledge 

Locate historical documents, political information, key resources, important policies, best 
practices, background information and other valuable knowledge that needs to be passed on 
to others. 

 
 Facilitating Professional Networking 

Set up sharing groups, introduce staff to other key individuals, arrange presentations, and 
engage in other activities to connect individuals with each other. 

 
 Develop Job Tools 

Put together tools that will help future staff.  Examples include:  handbooks, checklists, flow 
diagrams, references, web sites, etc. 
 

 
If you have any questions regarding this matter, please contact Heidi Leveille at (916) 322-8213 
 


