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Career transition services and training used to be a service provided almost 
exclusively to senior executives when a company realized the executive was 
not a good fi t for the job or the organization and needed to be transitioned 
out. Providers were often retained on the “QT” to help the executive make a 
quiet exit, ease the transition process, and give the executive an offi  ce with 
administrative support so they could have a home base for managing their 
job search.  

Today, career transition fi rms are retained by many companies to support 
their changing business needs which may include staff  reductions. It is 
not unusual for someone to be downsized during their professional career 
through no fault of their own and career transition services have become 
an expected benefi t in many organizations. The career transition model 
of today is transparent and proactive and focuses on giving the departed 
employee the knowledge and tools necessary to conduct an eff ective search 
and land a new job quickly. This section explains the career transition model 
and its benefi ts in more detail.

Section I
What Is Career Transition, Who Uses It, and What 
Are the Benefi ts?



Section I: What Is Career Transition, Who Uses It, and What Are the Benefi ts?

1

2

Corporate downsizings are sometimes 
inevitable. Being prepared for them 

is a competitive advantage.

A downsizing can negatively impact 
your business if the process is not 

managed properly.
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5

6

By off ering  transition services, you 
position your fi rm as a good corporate 

citizen and a desirable place to work.

The company image you present 
is critical and there is great value 

in promoting the organization’s 
commitment to displaced employees.



Section I: What Is Career Transition, Who Uses It, and What Are the Benefi ts?

7

Career transition services 

began 30+ years ago when 

businesses found a need to 

help reduce the trauma 

of job loss.
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13

14

Studies reveal companies off ering 
transition services achieve gains in 

engagement, recruitment cycle, cost 
per hire, and referrals.

Without third party involvement, 
the stress of a downsizing can 

compromise a manager’s eff ectiveness 
in his/her regular role.
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Many of us are used to hiring professionals for certain services we don’t 
consider our core area of expertise. We pay others to cut our hair, prepare 
our income taxes, and build our homes. When we are dealing with a life-
changing event such as job loss, it often makes sense to leave the heavy 
lifting to a fi rm that specializes in career transition. This section off ers 
the business rationale for partnering with one or more transition entities 
following a layoff  or restructuring initiative.

Section II
How Career Transition Can Help Newly Displaced 
Employees



Section II: How Career Transition Can Help Newly Displaced Employees

37
Transition services help displaced 

workers gain confi dence in the 
process, which then translates into 

confi dence in themselves.

38
Off ering transition services 

acknowledges displaced employees’ 
loss and helps to preserve their 

self-esteem and confi dence.
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40

39
During the transition process, provide 

tools and training to help candidates 
market themselves eff ectively.

Laid off  employees may seek jobs with 
competitors. If they are bitter, they 

may reveal information they otherwise 
would not have.

40



Section II: How Career Transition Can Help Newly Displaced Employees

Career transition helps 

job seekers stay motivated 

and accountable because 

they remain engaged in 

a professional coaching 

relationship.

41
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42
The benefi ts of transition services 

greatly outweigh the associated costs; 
they also off er peace of mind for 

everyone involved.

43
Working with third party outplacement 
entities gives displaced employees the 
benefi t of an unbiased ear and a fresh 

career start.
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44

Transition success is contingent on 
the fl exibility of the employer and job 

seeker and an awareness of each job 
seeker’s unique needs.

45

People who are laid off  after 10 or 
20 years have a lot to learn about 
job search and, unless they have 

assistance, may be overwhelmed.
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46

No one makes a career of 

changing jobs. Most are 

uncomfortable with the job 

search process and 

ill-prepared for the

 journey ahead.
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The eff ect a layoff  has on a person is profound. An employee will remember 
the moment of termination forever, so it pays to prepare carefully and 
thoughtfully for the conversation. With a little bit of practice and planning, 
you can make the best of a diffi  cult situation and help ease the transition for 
both your displaced and remaining employees. This section off ers practical 
tips for planning the notifi cation conversation and ensuring that the day 
goes as smoothly as possible.

Section III
How to Notify Employees of a Downsizing 
Eff ectively and Compassionately
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72

Some remaining employees 

may be on vacation or 

home ill. Determine how 

they will be informed of the 

downsizing as well as 

exiting employees.
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73
Some employees will cry or feel faint 
following the news. Have tissues and 

bottled water in the room.

Pre-arrange for transportation. Have 
a car service available for someone 

who is exceptionally distraught upon 
hearing the news.

74
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79

80

Note if the person has a track record 
of violence or abusive behavior; if 

necessary, have security on standby.

Give employees time to 
compose themselves before 

having to face co-workers.
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81
Many are in shock after a layoff  

and will forget what you tell them. 
Follow up with a letter detailing their 

separation agreement.

If downsizing many employees on the 
same day, don’t schedule meetings too 

close together; some employees will 
need more time than others.

82
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83

84

Have a contact from your 
transition fi rm onsite following 

the termination meeting to answer 
questions about the service.

Review and rehearse talking points 
prior to the employee termination 
meeting. Be familiar with the key 
points of the separation package.
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