
100-DAY PLAN GUIDANCE 

FOR PROFESSIONALS 

STARTING A NEW ROLE

Sarah Travell – Founder, Virgate https://www.virgate.co.uk

www.virgate.co.uk

Des Greene – Director, The BD Consultancy  https://thebdconsultancy.com/ 

https://www.chartdev.co.uk
https://thebdconsultancy.com/ 


www.virgate.co.uk

TABLE OF CONTENTS

Weeks 1-2: Laying the foundation

Weeks 7-10: Execution of quick wins and building credibility

Weeks 15+: Setting the stage for continued success

Weeks 3-6: Analysis and strategic alignment

1

3

5

2

4 Weeks 11-14: Embedding into the firm and developing long-term strategy



INTRODUCTION

The goal of this 100-day plan guidance is to ensure a smooth 
and impactful transition for senior professionals joining a new 
firm or a new role. It provides guidance on integrating 
seamlessly into a new  culture, gaining a deep understanding of 
the market and client needs, identifying quick wins, and 
positioning for long-term success. 



ORGANISATIONAL AND TEAM ASSIMILATION

INITIAL CLIENT ENGAGEMENT

Goal

Integrate quickly and smoothly into the firm's culture, norms, and team dynamics.

Schedule initial meetings with 
leadership, direct reports, and 
cross-functional teams to understand 
organisational structure, ongoing 
projects, and team dynamics.

Review onboarding materials, recent 
project case studies, and firm policies.

Attend firm cultural events, informal 
team gatherings, or networking sessions 
to build rapport.

Actions

Personal introduction email or video 
to the broader team.

Compile initial impressions and 
insights from these meetings, 
focusing on firm strengths and 
potential areas for enhancement.

Goal

Begin building relationships with key clients to understand their current needs, historical projects, 
and future objectives.

Collaborate with your firm’s client 
leads to schedule introductory calls 
with key accounts.

Conduct client “listening” sessions to 
gain insight into immediate priorities 
and challenges.

Summary of client-specific insights 
and potential areas of quick impact.

Key Deliverables

Key DeliverablesActions

WEEKS

1-2
LAYING THE FOUNDATION



WEEKS

3-6
ANALYSIS AND STRATEGIC ALIGNMENT

COMPREHENSIVE MARKET AND COMPETITIVE ANALYSIS

PORTER’S FIVE FORCES

Goal

Develop a robust understanding of the industry landscape, competitor positioning, and areas 
where the firm can gain a competitive edge.

Conduct a thorough review of relevant 
market research reports, client feedback, 
and competitor strategies.

Meet with internal research teams to 
gather data on the firm’s competitive 
strengths and weaknesses.

Assess ongoing projects for alignment 
with market trends.

Actions

A strategic market analysis report, 
including opportunities and threats, 
and initial ideas for differentiation.

You may want to look at Porters Five 
Forces Model.

Key Deliverables

3
Competitive rivalry

2
Bargaining power

of consumers

4
Threat of

substitute

1
Bargaining power

of suppliers

5
Threat of new 

entrants



INTERNAL CAPABILITY AND RESOURCE ASSESSMENT

Goal

Understand the firm’s resources, capabilities, and operational gaps to identify improvement areas.

Conduct a skills and capabilities 
assessment within your team to 
understand strengths and identify any 
skills gaps.

Meet with other senior leaders to discuss 
operational strengths and potential areas 
for process or productivity improvements.

Actions

An internal capabilities map outlining 
current strengths, identified gaps, 
and recommendations for targeted 
improvements.

This is a very good time for a SWOT 
Analysis

Key Deliverables

SWOT ANALYSIS

Strong Brand Reputation: The company’s established and 
recognisable brand provides a competitive edge. 

Highly Skilled Workforce: Employees possess specialised skills, and 
there are strong training and development programmes. 

Robust IT Infrastructure: Advanced technology and systems support 
efficient operations and data-driven decision-making. 

Financial Stability: Sufficient cash reserves and healthy profit margins 
allow for investment in growth and innovation.

Innovative Culture: A workplace environment that fosters creativity 
and innovation leads to a steady stream of new ideas. 

Efficient Supply Chain: Reliable and cost-effective supply chain 
management ensures smooth operations and timely delivery. 

Diverse Product Portfolio: A broad range of products or services 
helps mitigate risk and attract a diverse customer base.

Strengths Weaknesses

Opportunities Threats

Overdependence on Key Clients: A large percentage of revenue 
comes from a few major clients, creating risk.

Skill Gaps: Despite a strong workforce, certain critical skills (e.g., data 
analytics, AI expertise) may be lacking or insufficient.

Ageing Technology: Some legacy systems may be outdated, causing 
inefficiencies or limiting scalability.

High Turnover in Certain Departments: Certain teams may experience 
higher attrition rates, impacting productivity and knowledge 
retention.

Limited Geographic Reach: The company may be overly concentrated 
in certain markets, limiting global expansion opportunities.

Resource Allocation Inefficiencies: Internal processes may result in 
underutilised assets or inefficient allocation of resources.

Slow Decision-Making Processes: Bureaucratic hurdles or rigid 
structures may delay time-sensitive decisions and innovations.

Adoption of New Technologies: Investing in automation, AI, or data 
analytics can improve efficiency and gain a competitive edge.

Talent Acquisition: Expanding recruitment strategies can attract top 
talent, especially if competitors are downsizing.

Strategic Partnerships: Collaborating with other companies can bring 
in new capabilities and access to additional resources.

Expansion into Emerging Markets: Entering new regions or 
demographic markets can provide revenue growth and diversification.

Remote Work Trends: Leveraging the shift to remote work can reduce 
overhead costs and increase the talent pool.

Government Incentives: Taking advantage of tax breaks, grants, or 
subsidies for certain industries or innovation initiatives.

Sustainability Initiatives: Developing environmentally friendly 
products or processes can attract eco-conscious consumers.

Economic Instability: Fluctuating market conditions, inflation, or a 
recession could strain resources and impact growth.

Rapid Technological Change: Falling behind in adopting the latest 
technology can render internal systems obsolete.

Intense Competition: Competitors with more advanced capabilities or 
lower cost structures could erode market share.

Regulatory Changes: New regulations may increase compliance costs 
or restrict operations.

Talent Shortages: Competition for skilled labour can increase hiring 
costs or lead to key capability gaps.

Cybersecurity Risks: Increased threats of data breaches or 
cyberattacks can jeopardise operations and reputation.

Environmental and Social Pressures: Growing demands for sustainable 
practices may strain resources if the company is not prepared.



HOW THIS SWOT ANALYSIS CAN BE USED:

Strategic Planning: Identify areas where 
the company should invest in 
strengthening its capabilities (e.g., 
upgrading technology or filling skill gaps).

Resource Allocation: Focus investments 
on leveraging strengths and seizing 
opportunities, while mitigating threats 
and addressing weaknesses.

Risk Management: Develop 
contingency plans for potential 
threats, such as economic downturns 
or cybersecurity risks.

Organizational Development: Create 
initiatives to improve internal 
weaknesses, such as enhancing 
employee retention programs or 
streamlining decision-making 
processes.

DEVELOPMENT OF INITIAL STRATEGIC OBJECTIVES

Goal

Formulate high-level strategic objectives that align with both firm and client priorities.

Use insights from market analysis and 
internal assessments to draft strategic 
goals.

Align objectives with senior leadership to 
ensure they support overarching firm 
goals and client needs.

Actions

Draft of top-level strategic objectives 
for the next two years, including 
preliminary key performance 
indicators (KPIs).

Key Deliverables



IDENTIFYING AND EXECUTING QUICK WINS

ESTABLISHING A PERSONAL BRANDING/THOUGHT

LEADERSHIP AGENDA

Goal

Demonstrate early success through initiatives that provide visible impact in the short term.

Identify 2-3 manageable, high-impact 
projects or client initiatives that can yield 
results within a few weeks.

Collaborate with relevant teams and 
clients to launch these initiatives.

Regularly report progress and any 
immediate wins to leadership and key 
clients.

Actions

Completion of at least one quick-win 
project with measurable results.

Goal

Position as a thought leader by sharing industry insights and actionable advice.

Develop a content calendar to share 
insights via internal and external 
channels, such as client newsletters, 
LinkedIn articles, or firm-hosted 
webinars.

Collaborate with marketing and PR to 
ensure content aligns with the firm’s 
brand and strategic objectives.

Consider one published piece of 
thought leadership content within the 
first 100 days.

Key Deliverables

Key DeliverablesActions

WEEKS

7-10
EXECUTION OF QUICK WINS AND

BUILDING CREDIBILITY



EMBEDDING WITHIN THE FIRM’S CULTURE AND GOVERNANCE

FINALISING LONG-TERM STRATEGIC PLAN

Goal

Build long-term relationships across the firm and embed into decision-making frameworks.

Participate in key governance or steering 
committee meetings to stay informed of 
decision-making processes.

Use Mendelows Matrix to map out key 
stakeholders. See below for full details 
on this.

Actions

Internal stakeholder relationship map 
using Mendelows Matrix outlining key 
influencers, collaborators, and allies 
within the firm.

Goal

Create a refined, actionable strategy that guides the next 1-3 years.

Using the insights and experience 
gained, finalise strategic objectives 
and tactics with input from senior 
leaders and clients.

Establish feedback to adapt the plan 
regularly.

A final strategic plan document, 
detailing objectives, timelines, and 
responsibilities for execution.

Key Deliverables

Key DeliverablesActions

WEEKS

11-14
EMBEDDING INTO THE FIRM AND

DEVELOPING LONG-TERM STRATEGY



SETTING THE STAGE FOR

CONTINUED SUCCESS

IMPLEMENTING CONTINUOUS IMPROVEMENT AND

LEADERSHIP DEVELOPMENT INITIATIVES

Goal

Focus on growth and continuous learning for both you and your team.

Develop ongoing training plans for the 
team to ensure they are equipped to 
handle client demands and are 
motivated to advance.

Set up a process for review and 
reflection on the strategic plan, adjusting 
tactics, as necessary.

Actions

A continuous improvement roadmap 
that includes leadership 
development, training, and feedback.

Key Deliverables

What is Mendelow’s Matrix?

WEEKS

15+

HOW TO USE MENDELOW’S MATRIX IN THE FIRST 100 DAYS

Starting as a senior professional in a new organisation is an exciting opportunity that comes with the challenge of 
quickly understanding the business landscape and building positive relationships. Mendelow’s Matrix is a 
powerful tool that can help new professionals to identify and prioritise stakeholders, enabling them to make 
impactful decisions and establish effective communication strategies early on.

Mendelow’s Matrix is a framework used to analyse and prioritise stakeholders based on two dimensions:

Stakeholders are categorised into four quadrants:

Power: The level of influence a 
stakeholder has over the organisation or 
the professional’s goals.

Interest: The degree of interest a 
stakeholder has in the professional’s 
activities or outcomes.

High Power, High Interest: Key players who should be closely managed.
High Power, Low Interest: Powerful stakeholders who should be kept satisfied.
Low Power, High Interest: Stakeholders to keep informed and engaged.
Low Power, Low Interest: Minor stakeholders who require minimal attention.



APPLYING MENDELOW’S MATRIX AS A NEW PROFESSIONAL

In the first 100 days, a new professional can use Mendelow’s Matrix to build strategic relationships, align with key 
stakeholders, and secure early wins. 

Here is how to effectively use the matrix:

1. Identify stakeholders

2. Assess power and interest levels

MENDELOW’S MATRIX
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Begin by identifying key individuals and 
groups in the organisation, such as board 
members, senior leadership, department 
heads, and other influential colleagues.

External stakeholders, like clients, 
vendors, and regulatory bodies, are 
also important. Take the time to 
understand the broader network and 
its impact on your role.

For each stakeholder, assess their level of influence on your role and how invested they are in your success. For 
instance, senior executives may have high power and interest in your performance, while some industry bodies 
may have high power but low interest.

3. Map stakeholders on the matrix

Place stakeholders in the appropriate quadrants. This visual representation helps clarify where to focus your 
time and efforts.
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Low High

Stakeholders have high 
power and low interest

Keep satisfied

Stakeholders have high 
power and high interest

Actively engage & manage closely

Stakeholders have low 
power and low interest

Minimal effort

Stakeholders have low 
power and high interest

Keep informed



Actively engage and manage closely (High Power, High Interest): Build strong relationships with these 
individuals. Schedule one-on-one meetings to understand their expectations and seek feedback 
regularly. These are the people who can most directly impact your success.

Keep satisfied (High Power, Low Interest): Although they may not be directly interested in daily 
operations, these stakeholders have considerable influence. Keep them informed of high-level 
progress to ensure they are comfortable with your direction.

Keep informed (Low Power, High Interest): These stakeholders may include team members or other 
department heads who are highly invested in your initiatives but lack the power to influence 
significantly. Keep these individuals updated and make them feel involved; they can be valuable 
allies.

Minimal effort (Low Power, Low Interest): Stakeholders in this quadrant require minimal attention but 
should not be ignored entirely. Periodic updates or reports may be enough to keep them informed.

4. Develop a communication plan

Use the matrix to craft a targeted communication strategy. For instance, you may want to establish a regular 
update cycle for high-power stakeholders and a less frequent one for those with low interest.

Tailoring communication ensures that you are responsive to the needs and expectations of each stakeholder 
group, building credibility and trust from the outset.

5. Monitor and adjust the matrix

Stakeholder interests and power can shift over time, especially as you implement changes. Regularly reassess 
your matrix to keep it relevant and responsive to the evolving organizational dynamics.

Adjusting your approach as needed demonstrates flexibility and a commitment to maintaining positive 
stakeholder relationships.

BENEFITS OF USING MENDELOW’S MATRIX IN THE FIRST 100 DAYS

In the first 100 days, a new professional can use Mendelow’s Matrix to build strategic relationships, align with key 
stakeholders, and secure early wins. 

Here is how to effectively use the matrix:

Build early support: Targeting 
high-power, high-interest stakeholders 
helps establish a network of support, 
which is crucial in the early days.

Encourage Inclusion: Engaging 
high-interest, low-power stakeholders 
build goodwill, making future 
collaboration easier.

Reduce risks: By keeping influential but 
less involved stakeholders satisfied, the 
professional can prevent unforeseen 
obstacles from emerging.



Suggested further reading:

“The First 90 Days: Proven Strategies for Getting Up to Speed Faster 
and Smarter” by Michael D. Watkins |

“Your First 100 Days: Make Maximum Impact in Your New Role” by 
Niamh O’Keeffe |

“The New Leader’s 100-Day Action Plan: How to Take Charge, Build 
Your Team, and Get Immediate Results” by George B. Bradt, Jayme 
A. Check, and John A. Lawler |

Amazon UK

Amazon UK

Amazon UK

https://www.amazon.co.uk/First-Days-Updated-Expanded-Strategies/dp/1422188612
https://www.amazon.co.uk/Your-First-100-Days-leadership/dp/0273751328
https://www.amazon.co.uk/New-Leader-E2-80-B2s-100-Day-Action-Plan-dp-1119884535/dp/1119884535/ref=dp_ob_title_bk


WHAT COULD YOU ACHIEVE WITH US 

ON YOUR TEAM?

Call us now on 01452 226111 or email hello@virgate.co.uk to 
learn more.
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