
1www.NextStepPartners.com

PART 1: CAREER TRANSITION ROADMAP 7

Stages of Career Transition 8
Staying Motivated 10
Time Management 15
Working with a Coach 17
Types of Transitions 18

Career Transition Paths 18
Fully Employed, Working Professionals 18
Part-time/Executive Degree Candidates  19
Unemployed Professionals  20
Professionals Reentering the Workforce 21
Career Changers  23
Professionals Pursuing Entrepreneurial/Nontraditional Career Paths 24
Professionals Looking for an Encore Career 25
Happily Employed Professionals 26

PART 2: INTROSPECTION AND SELF-ASSESSMENT 27

Self-Assessment 28
Outside Influences 31
Values 32
Vision 40
Competencies 46
Assessment Tools 52
Mini-360 Assessment 53
Describing Your Brand 56

PART 3: CAREER EXPLORATION 63

The Exploration Process 64
Experimentation 66
Positioning Statement 67
Networking 71
Making Requests 83
Cold and Warm Introductions 86
Informational Interviews 97
Action Planning 104

Table of Contents



2 ©2022 Next Step Partners

PART 4: JOB SEARCH EXECUTION 107

Cover Letters 108
Resumes 111
Bios  126
Marketing Plan 128
Social Media 133
Working with Executive Recruiters 137
Exit Statement 139
Interview Preparation and Performance 140

Key Steps 140
Company/Organization Research  143
Types of Interview Questions 145
Behavioral Interview Preparation 147
Questions to Be Ready For 152
Initial Phone Screen 155
Phone/Video Interviews 156
Before the Phone/Video Interview 156
During the Phone/Video Interview 157
Interview Challenges 158
Closing the Interview 164
Thank-You Notes 165

Job Search Productivity 166
Getting Unstuck 167
Managing Job References 169
Managing Timing of Offers 171
Evaluating Job Offers 173
Negotiation 176

PART 5: THE FIRST 90 DAYS 187

Setting Yourself Up for Success 188
Talk to Key Stakeholders 192
Identify Business Priorities 197
Exercise: Stakeholder Map 201
Understand the Culture 205
Get Ongoing Feedback & Support 206
Assess Your Team 207

Table of Contents



3www.NextStepPartners.com

APPENDIX: ADDITIONAL RESOURCES 211

Values List 212
Action Verbs 217
Mock Interview Evaluation Form 218
Recommended Reading 221
Useful Websites 225
First-90-Day Plan — Sample  230
About Next Step Partners 232

Table of Contents


