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This book is dedicated to the many people I’ve had the privilege of helping with their career transitions. They have inspired me by teaching me the tremendous resilience of the human spirit.



This book is also dedicated to you, as you begin your journey toward the work you want.
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What You Need to Know Before You Start

You can’t control the wind, but you can adjust the sails.

Good career management skills are your ticket to continually having work that is challenging, rewarding and meaningful to you. Though an employer might assist you at times, the long-term responsibility for planning and directing your career is yours alone. From the time you first enter the workforce until you retire permanently, you need to be deliberate about moving from one opportunity to another, pursuing your interests, honouring your values, leveraging your knowledge and engaging the skills that you most enjoy using.

Finding the work you want can be a daunting challenge. Employment opportunities come and go with changing economic cycles, industry trends, technological innovations and demographic shifts. Every time you’re planning a career move, it’s a new game. The rules have changed, the playing field has been rearranged and the players are unpredictable. In order to succeed, you must refresh yesterday’s strategies and embrace today’s reality. Those who play smart will learn a lot about themselves and the dynamic environment of the workplace.

It’s Your Move fully explains the steps needed to make a positive career change. It offers a logical process and practical tools designed to help you make choices that are right for you. It explores the challenging issues you will face at every stage of the career transition process, and provides proven methods for identifying and landing your next opportunity.

Have a look at the complete picture by turning to the Process Map for a Targeted Employment Search on page 2. The content of this book follows the sequence outlined there. For every phase of the process you will find practical advice accompanied by exercises, guidelines, worksheets, samples, tips and stories from real-life experiences. Resist the temptation to jump into résumé writing and answering ads. The wise strategy is to take time for analysis and planning before charging ahead.

It’s a whole new game. Playing well promises the rewards of flexibility, freedom and unlimited possibilities. But, unless you have the opportunity to work with a career consultant, it’s also a lonely game, one in which you are your own strategist, marketer, administrator, advocate and friend. That’s why I wrote this book. I hope that it will encourage and motivate you, show you where some of the hazards lie and give you the practical help you need to find the work you want.



Process Map for a Targeted Employment Search
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Part One
Get Your Head in the Game

Winning relies as much on attitude as it does on hard work.

Objectives

Whether you have decided to move on, or the decision has been made for you, this first step involves ending your current employment situation with confidence and professionalism. By taking care of the details of transition and dealing with the emotions you experience, you can make a positive start. The chapters in Part One cover:

• Evaluating your readiness to move on.

• Handling the announcement of your departure effectively.

• Reasons for seeking legal advice.

• Financial planning for transition.

• Building a support network.

• Practical strategies for coping with your emotions.

Rules to Follow

• Be committed to moving on. Fence-sitting is not good for you or your career.

• Pay attention to your finances up front. Establish the maximum length of your transition period on the basis of your finances. Set a minimum remuneration requirement for your next opportunity.

• Separate the emotional issues from the legal issues.

• Choose your confidants wisely. Don’t bare your soul to anyone and everyone.

• Plan carefully what you will say about why you are making a change.

Moves That Can Set You Back

• Being negative about any organization or person, thereby appearing unprofessional.

• Sharing your plans for moving on with anyone inside your organization before you are ready to act on them.

• Being dishonest with yourself about the feelings that change brings.

• Ignoring the effects that a career change will have on the significant others in your life, including children of any age.

• Jumping into the job market before taking the time to do a career assessment and create a strategy for finding the work you want.





Chapter 1
Start Here

Nothing is more important than your reputation with yourself.

Getting your head in the game requires that a decision be made about managing your career. If your employment is terminated, the decision is made for you. You probably won’t be consulted, and the news can be quite a shock. The quick hit can be devastating at first, but there are advantages; for example, you don’t have to suffer the turmoil of indecision or the disappointment of slow rejection by your organization. The decision is made, and you’re at the starting line.

“Working notice” is a common practice, and it isn’t always easy to handle. In this situation, your current responsibilities end, often as the result of project completion or restructuring, and you are given the opportunity to conduct an internal job search. Organizations vary in the degree of clarity they provide regarding their processes and the level of assurance they give regarding job availability. Some offer excellent internal support; others, none at all. If you are given working notice, get your head in the game right away and start managing your career.

Early retirement can be good news or bad news. You’re off to a great start if you’ve been waiting for the opportunity and you already have ideas about what you want to do next. However, if you’ll be in bad shape financially, or you’re unprepared emotionally and psychologically for this news, the phrase “early retirement” can seem like a euphemism for being fired. Regardless of your initial reaction, there are benefits. You will be able to position your leaving as an early retirement, and having some pension income, you probably won’t have to replace all your income to stay even.

If the decision to make a career change is entirely yours, being decisive and making time to do it right will be the challenge. Deciding to leave on your own can be the most difficult starting point. It isn’t easy to be proactive about making a move when you are spending all your energy keeping up with the demands of your day-to-day responsibilities. Not devoting the time needed to pay attention to your future, however, is one of the greatest errors in good career management. Doing so requires commitment, organization and discipline. Dedicating yourself to this task is something that only you can do.

In any of these circumstances, you can take control and be determined to make the moves that are right for you. Too many people make mistakes with the closing steps of leaving a job because it is such an emotionally loaded decision, regardless of who makes it. Be very careful about what you say and do. How you handle your departure from a job will affect your reputation, your references and consequently your future.

Are You Ready to Move On?

If the choice is yours, there will be signs telling you when it’s time for you to put yourself into the career management game. Sometimes, colleagues and family can see those signs more clearly than you. After a few years in the same job, some people simply find that they need a new challenge. Perhaps your enthusiasm has diminished because you’ve become too comfortable in your current role. If you are stale, restless or bored, it’s time to consider a change.

Relationships can create or destroy satisfying work. Unproductive and unhappy relationships generate some of the most common reasons for making a change. A reconfigured team might generate too many conflicting opinions. It could be that you and the new boss or the new team can’t find a way to work together well. If you’ve genuinely given it your best shot, consider moving. Chances are high that a move is being planned for you, and it may not be one you want.

When you gain significant practical experience or when you complete formal education adding relevant credentials to your résumé, you might be justified in seeking out a more senior role. Surprisingly, some organizations find it difficult to acknowledge the growing capabilities of their own people. You may have to move on to move up.

In bad economic times, downsizing is commonplace. In good times, mergers and acquisitions bring restructuring. In every economic climate, job loss can result from technological advances, process re-engineering, a change in strategic direction or the arrival of a new leader. Do you wait to see if the organizational change will affect your position, or do you become proactive before you are forced to find a new job? If you are still challenged and enthusiastic about your work, and if that work is likely to continue regardless of structural reorganization, stay put. In this era of non-stop change, you might dodge one upheaval only to land in another.

Regardless of your reasons for a career change, decide to get your head in the game. Don’t wait for something magical to happen. You won’t find out what else is out there until you go out and have a look. Terrific job offers seldom land in people’s laps unsolicited. They’re not like junk mail! Most people have to generate new opportunities through thoughtful and diligent effort.


Tip: If you feel so trapped or overwhelmed by your responsibilities or personal circumstances that you can’t focus on managing your career, getting professional support is probably a smart idea. First, see your family doctor to make sure nothing is physically wrong. Then, find a qualified counsellor or a competent career transition consultant to help you.



As you work through the following guidelines, remember that you are simply making the decision to begin an active career management process. It doesn’t necessarily mean that you will change employers. You might find the ideal opportunity within your current organization.

GUIDELINES FOR DECIDING TO MAKE A MOVE

• Fence-sitting is uncomfortable and unproductive. Find some way of making the decision. Make a list of the pros and cons of staying where you are. Evaluate your current job as if it were a new opportunity. Would you take it?

• Think about what it would take to initiate a career change. Can you dedicate the time and effort to doing it right? If not, can you make some lifestyle changes to make this dedication possible?

• Are you reacting to a temporary or recent situation? If you give this situation more time or effort, is there a chance that your discontentment will vanish?

• Do you like the organization overall? Would you be content with another job in your company if one was offered?

• Career transition consultants are skilled at helping people determine whether or not to look for a new job. Ask someone outside your organization to recommend one and make an appointment to see them.

• Be realistic about the benefits of staying where you are if you have long service with your organization. Consider that leaving might significantly reduce your pension and you might forfeit some types of deferred compensation.

• Once you’ve decided to look for a new opportunity, commit specific blocks of time to carrying out your intention. Become organized and disciplined.

• Do not discuss your thoughts about leaving with anyone in your organization. Deal with points of dissatisfaction about your job as if you fully intended to be part of the long-term solution.

• Do not make direct or veiled threats about leaving. If you are unhappy, deal with the specific issues directly and with the appropriate persons.

• Work through confidential channels. Be cautious with your network and find out which search firms are working for your company so that you do not contact them.

• Use private email and voice mail systems to avoid the possibility of having your search discovered.

• Consider getting legal advice before engaging in conversations with any of your employer’s competitors.


A senior risk manager found herself increasingly dissatisfied with her work and decided to leave her corporate role to pursue a completely new career that would involve a significant salary reduction. Over the course of several discussions with her boss, she focused on aspects of her role where changes might convince her to stay. At the same time, she planned her exit but did not reveal this to anyone associated with her work. On the morning that she intended to resign, she received an emergency call from her husband. He told her that his employment had been terminated. As a result, she continued to work in the same position for three years before she could pursue her plan. It was a good thing that she had kept her plans to herself.



You’ve Decided to Resign

Once you know that you are leaving and where you are headed, give the amount of notice required by your employment contract or company policy. Do not announce your departure too far in advance. Deliver the news of your resignation or retirement respectfully. You never know when you might need to return, or when you might have to deal with your boss or co-workers in another setting.

If a counter-offer is presented by your organization, think about it very carefully. If a substantive change in your role or mandate is on the table, weigh it against your external opportunity. However, if the counter-offer is based solely on remuneration, moving on might be wise. Regardless of what is said, employers have a hard time seeing you as a committed team player after they have had to pay a ransom to keep you. Search firms and placement agencies also become significantly less interested in you after you have jilted them by accepting your company’s counter-offer.

Think about what you will say to colleagues, senior management, clients and suppliers about your reasons for leaving. Say more about the new opportunity and less about what you’re leaving behind. Be truthful in your explanation, but be respectful. Do not disparage your current employer or anyone who works there.

You’ve Received Working Notice

Your boss has told you that your current role will be ending, and you will have a specific period of time to look for work while your salary continues to be paid. If you are given the option of looking for another job internally, you can sometimes access internal job boards, career centres or telephone hotlines for help. Here are some questions to guide you.

GUIDELINES FOR DEALING WITH WORKING NOTICE

• Is it possible to receive pay in lieu of working notice and leave immediately? If so, would this be preferable to you?

• Ask now for the details of the severance package you will receive in the event that you do not find suitable employment within the organization. This information will help you decide how to divide your time between an internal and external job search.

• Is a retention bonus offered? If so, is it sufficient to warrant your staying to the end of the working notice period? If none is offered, consider asking for one.

• How much freedom will you have to look for work internally during the notice period? Will you be given the time to plan your next move, make contacts and attend interviews?

• How likely is it that you will find suitable work within the organization? Will your current boss recommend you for other positions?

• If you find a new job internally, will you feel the same way about the organization? Can you be happy staying if you feel you’ve previously been rejected?

• If you choose to forego the internal job search, how much time can you take to make contacts and look for work externally?

• Is the support of a career transition consultant available during the working notice period, and, if you haven’t landed a job within that time, what quality, level and length of career transition support will be provided?

• If you land a new job outside the organization, can you be released before the working notice period is over? Would you receive any portion of the severance package?

• How would either of these early exits affect your benefits, pension and deferred compensation?


A marketing director received working notice when his department was restructured. He had 90 days to find a new job within the organization. He asked to use the services of a career transition consultant right away, and during the 90 days he split his time between doing his job and looking for the next opportunity. He quickly eliminated the internal options and used his network of contacts to pursue outside opportunities. He landed a job at a higher level with more pay, starting two weeks following the end of the 90-day period. He and his wife enjoyed a nice holiday and banked a substantial amount of his severance payment.



You’ve Been Offered Early Retirement

The opportunity to retire early can feel like a long-awaited blessing, or it can be an unwelcome and abrupt end to your years of service. Your reaction depends on both your financial situation and your interest in and energy for continuing to work. Increasingly, people are viewing early retirement as an opportunity to find work that is less demanding but more fulfilling. This usually means less pay, which is often feasible with supplemental income coming from a pension plan. To help you decide what to do, a thorough review of your financial situation is imperative.

If your finances allow you to stop earning an income, don’t make hasty decisions about what retirement might be like for you. It’s difficult to know how you will fill your time until you are out of the working world and at home with no obligations to an employer. You might be perfectly happy, or you might feel the need to get back to work in some capacity.

Explore what combination of work, leisure and volunteer activity is right for you by following the exercises in this book. They are designed to accommodate partial retirement and other part-time work arrangements.

You’ve Been Told That Your Services Are No Longer Required

Out of the blue, you’ve been called into a meeting and informed that your employment has been terminated. In the space of a few minutes, you find yourself out of a job and in the employment market. Even if you anticipated this or wanted it to happen, the emotional impact of the moment can be overwhelming. Here are some guidelines to get you through.

GUIDELINES FOR DEALING WITH A TERMINATION MEETING

• Just listen. You don’t have to say anything. All of your comments and questions can come later.

• You should be told clearly what your last day of work is and what is expected of you in leaving the premises. If you are not told, ask!

• Don’t expect to be able to absorb the contents of your severance letter during the termination meeting. If you are a long-service employee, a quick glance at the dollar amount can be helpful. Otherwise, wait until you are at home and read the letter in privacy.

• This is not the right time to confront your boss. Probing for explanations won’t resolve or change the situation. Your goal is to make a dignified exit.

• Take the time to talk to a career transition consultant if one is there for you. This can give you some breathing room and some understanding of the level of support available to you.

• Cry if you feel the need. No one expects you to be a hero, but avoid creating a scene in front of your co-workers.

• If you have been asked to leave immediately, do not try to say goodbye to all your co-workers before you leave for home. Call them later, or arrange to meet them in a few days when the initial shock has worn off.

• Arrange to pick up your personal belongings later or ask to have them sent to you.

• Give all keys, passwords and company cards to your manager or career transition consultant.

• Do not touch your computer. If you have personal files or email, ask your manager to have them downloaded and sent to you.

• Take time to compose yourself before you leave. There is no rush to be out the door quickly.

• Think carefully about how you will get home. Arrange for a taxi or call someone to accompany you. This may not be the time to be behind the wheel of a car or alone on a long commute.

• Plan how you will break the news to your spouse or partner. Consider whether telling them immediately by telephone or later in person would be best.

• Walk out with dignity.

Informing Family and Others

Telling loved ones and close friends about your job loss, early retirement or working notice will help you come to grips with the reality of the situation. Unless you have very special circumstances, it’s important to tell your spouse or partner immediately about what has happened. Withholding the information for any reason will add to the considerable stress of job loss. If you wait, you risk creating the impression that you do not trust your spouse’s or partner’s ability to cope. You also deny them the opportunity to be supportive.

Your children should also be told as soon as possible. From as early an age as three they will be able to grasp the basic facts, and they deserve to know what is happening. Everyone in the household will be affected by your transition. It’s best if both parents agree on the wording and the tone of the message. Make it reassuring and age appropriate.

Inform other immediate family and friends that you are no longer with the organization. It’s better for them to hear this directly from you rather than by trying to call you at work. Many people find that telling their parents is very difficult, as their reaction may be influenced by both the dynamics of the relationship and their potentially limited exposure to the realities of today’s workplace. Do not let your reluctance keep you from telling them. They might surprise you with their acceptance and understanding.

Think about friends and neighbours. If you have a spouse or partner, it’s wise to decide together what you will say. Your spouse should be ready with the same story that you are telling. When people offer help and support, assure them that you will call on them when you know what you plan to do.

Keep the explanation of your leaving simple, honest and consistent. You don’t need to tell every detail, but everything you say must be true and not misleading. Try to depersonalize the story with a very brief explanation of the context for the decision. What you say must be a reasonable match with what your former employer will say.


Tip: Think carefully about every message you deliver online following your job loss. The immediacy of communication through social media accounts and messaging services makes it imperative that you announce your move using words and a tone that portray you as confident, professional and optimistic, not bitter and angry. Try to pre-empt those who might leak your news and make unsuitable comments.



Finally, consider your contacts from work. As the news of your leaving spreads, you might receive phone calls offering support and assistance from co-workers, colleagues, suppliers, clients and other contacts. What you say to these people can either build bridges to future employment opportunities or sabotage your prospects. It is extremely important to put on your game face, remaining professional and discreet in what you say. Saying less is usually best.

GUIDELINES FOR HANDLING EARLY CONVERSATIONS WITH BUSINESS CONTACTS

• Decide whom you want to contact personally. This might include clients or suppliers with whom you have current dealings. When you call them, be clear that you are making a personal call, not as a representative of your former employer.

• Do not let any anger or bitterness toward your former employer show. Address the facts and try to sound confident in the belief that you will be moving on to better things.

• Respond graciously to non-specific offers of help by assuring the caller that you will be in touch when you are ready.

• Temporarily postpone specific offers to arrange meetings or make introductions for you. You will need this kind of help when your search is in full swing, but meeting important contacts before you have had the time to think and prepare can do more harm than good.

• Keep a record of names and phone numbers from these early conversations. This list will be invaluable when you start your search.

If your employment has been terminated, you’re at the starting line for career transition whether you like it or not! You’re in the game, and it’s your move. Taking care of yourself, your loved ones and the closing steps comes next.


Tip: Most terminations result from some change in the work environment. Once you have gained perspective on your loss, you will most likely be able to explain why your employment was terminated by citing that change rather than speaking from your emotions.







Chapter 2
Take Care of the Closing Steps

Good beginnings start with good endings.

If your employment is terminated, you need to understand your legal rights and financial situation before you agree to the terms of the severance package or sign a release. This kind of analysis requires clear thinking, at a time when you might be in an emotional fog. It is also entirely normal to have strong feelings of anger, fear and sadness. To help yourself through this difficult time, get good, objective advice from professionals. This chapter will help you decide what professional advice you need. Do not rely entirely on your family and friends for this important step.

Saying Goodbye

In the days immediately following the termination of employment most people feel confused and alone. Knowing what to do first is a challenge. These guidelines will help.

GUIDELINES FOR THE DAYS FOLLOWING TERMINATION OF EMPLOYMENT

• Until the news settles in and you’re thinking more clearly, do not make any immediate, drastic changes or big decisions. Don’t cancel holiday plans or call the real estate agent!

• Do not sign a release or the severance letter until you understand it completely. Check the date for returning the completed forms, and if you need more time, ask for an extension. You might want to have the severance letter reviewed by an employment lawyer, but it is not essential to do so.

• Do not vent negative feelings online or make a round of emotionally loaded calls to your colleagues and business contacts. Diatribes and hasty explanations of future plans can severely diminish your credibility and your colleagues’ willingness to stay connected. You will need their help once you have decided what you want to do next.

• Pay attention to your online presence. Check your profile on your social media networking accounts and make changes if needed. For your professional profile, identify yourself using a brief description of your area of expertise rather than your previous job title.

• Do not activate your employment search until you have achieved some equanimity. Do not call placement agencies and search firms, even if you have regularly received calls from them. Take the time to think about how you will position your leaving and your future plans.

• Allow yourself some time to recover from the news. Be patient with yourself as you work through the shock and emotional impact.

• If a seemingly perfect job opening presents itself in the early days following your job loss, do your best to respond by getting your résumé together quickly and preparing for interviews. Try not to pin all your hopes on this single opportunity. Most employment searches take a lot of effort and a fair bit of time. There will be other options if this one doesn’t work out.

• Remind yourself that losing a job is a common occurrence. It no longer carries a stigma, and you will find many capable people who have successfully navigated similar circumstances.


Tip: If you have been dismissed because you made a mistake or an error in judgment, choose at least one confidant and share the entire story. This could be your lawyer, your career transition consultant or a very close and discreet friend who has no connection to your working life. You will appreciate having a sounding board as you go through the career transition process.



Consider Getting Legal Advice

This section is not intended to give you legal advice. It is meant to make you aware of some of the basic legal issues and to encourage you to seek specific advice from an employment lawyer. Most companies, especially larger ones, ensure that they are in compliance with severance regulations. However, you need to feel that you have been treated fairly, especially if you are a long-service employee. One conversation with a competent and caring employment lawyer may be all that you need to resolve the situation directly.

Common misconceptions about severance packages include the notion that a severance payment is a reward for long service or a payoff to assuage an organization’s guilt over an employment termination. This is not the case. Severance packages are usually required by law to satisfy an employer’s obligation to provide an employee with reasonable notice of termination. Severance will provide at least some financial assistance to an employee while they search for their next employment opportunity. Therefore, a number of subjective elements come into evaluating the fairness of a severance package.

There are two kinds of law that must be considered: statutory law and common law. Statutory law is written and can be found in the relevant federal or provincial act. If you know the jurisdiction of your former employer, you can find the applicable document on the Internet. However, statutory law is not the complete picture. Common law emerges as cases are heard and judges decide what constitutes fair treatment in specific circumstances. The decisions that are made by judges regarding severance payments take into consideration the economic situation in the area, and the individual’s age, skills, length of service, income and level of responsibility. To fully understand your rights under common law, you will need to consult an employment lawyer.

An employment lawyer is the best choice because they specialize in dismissals and compensation, and are current on court decisions in their region. Labour lawyers usually specialize in unionized situations. If you were part of a union, your severance terms may have been pre-negotiated in the collective agreement, in which case your union representative can give you information.

An employment lawyer should help you separate legal issues from emotional ones, construct a list of negotiating points and suggest that you try the first round of negotiations yourself. By handling these discussions directly, you might get what you want without needing to take an adversarial position, incur significant expense or lengthen the time it takes to reach an agreement. Of course, if you are not willing or able to do this, your lawyer will take over and do it for you. Litigation is not the preferred route. However, if you do proceed, leave the case in the hands of your lawyer and try to get on with your life. Don’t let unresolved severance issues and the pursuit of a claim hold you back from wholehearted engagement in career planning and the employment search, or unduly affect your family.


Tip: As long as you are making progress, negotiate for yourself with your lawyer’s advice guiding the process. Once you ask your lawyer to write a letter to your former organization, the negotiating will most likely be handled between your lawyer and theirs. This will likely increase the expense and the time required for settlement.



GUIDELINES FOR CHOOSING A LAWYER

• Ask for a referral to an employment lawyer from your own lawyer or a career transition consultant, or call your provincial Law Society.

• Ask for a preliminary meeting or consultation by phone or in person, and explain your situation briefly. Ask these questions of a lawyer before you make your choice:

– Do you have a conflict in representing me against my former employer?

– How many non-union termination situations have you handled in the past few months?

– Do you represent both individuals and organizations?

– What percentage of your cases are settled out of court?

– Will you support me if I want to do the negotiating myself, or do you think it is important that you handle the negotiations?

– How much do you charge? Is there a minimum fee?

If you have been offered the services of a career transition consultant, do not hesitate to use this service right away, even while you are negotiating your package. They should not reveal any information about you or your plans to anyone, and they should have only your best interests in mind. Working with them right away can be a significant benefit to you both professionally and personally. They will help you sort through your issues and avoid the common mistakes associated with job search.


Tip: The courts expect you to do everything you can to mitigate your damages by taking steps to find your next employment opportunity. Using a career transition consultant from the earliest moment will help your case. If you are worried about impartiality or confidentiality, talk with your consultant and ask for written assurance.



Funding for financial counselling is sometimes included in the severance package. It might be provided through the career transition firm. If so, use it. Even the most capable managers of family finances usually learn something from a session with a financial professional.

Do a Financial Review

The benefits of undertaking a financial review at the time you leave your job include making the most of tax shelters, considering the life, disability and medical benefits that you and your family need, and developing a realistic budget for the transition period. Your primary goal in doing a financial review is to establish a comfortable timeline for finding your next employment opportunity, and to alleviate some of the anxiety that accompanies job loss. Think of your severance as your pay for your career transition work. If you are re-employed before your severance pay runs out, you have earned yourself a bonus.

Start by completing a thorough list of your monthly expenses. You have fixed and discretionary expenses. It is often an eye-opener to see where the money has been going. With accurate information, you and your family can agree on areas for savings if needed. Compare your monthly expenses with your income from your severance package. How many months do you have until you need to be working again?

Next, take an inventory of your assets and liabilities. Have a plan ready to use in case your job search takes longer than your severance package will carry you. Analyze your assets and liabilities to get a picture of your liquidity. If you need them, which assets would you use first? Do you need to make any investment changes now to provide for the possibility of raising more cash in the future? Do you have any credit card debt that carries a high interest rate? Make a plan to reduce or eliminate credit card balances over time. Do you have any liabilities that represent unnecessary luxuries? At what point would you give up those luxuries?


A man who worked for 28 years in one organization made a rather unique financial decision when he lost his job. He and his wife, who still worked, owned a house in the city and a large cabin cruiser that they loved using on a system of lakes several hundred kilometres away. They were tired of the city, and their children were grown and gone. The couple kept the boat, sold the house and rented a small apartment close to the wife’s office. He landed a series of contracts and that income, combined with their investment income and his wife’s salary, allowed them to afford a new lifestyle, tailored entirely to their liking.



Consider your life, disability and health benefits. Make sure that you understand exactly which benefits continue with your former employer and for how long. This will vary depending on the organization’s policy. If you have a short time remaining in your group benefits plan, use it to the full. Make appointments with the dentist, doctor and eye doctor for everyone in the family while you still have coverage. Get your prescriptions filled.


Tip: During your transition period make sure that decisions regarding insurance reflect the appropriate risk factors. Life and disability insurance cover catastrophic, long-term needs. Medical and dental insurance assist with short-term cash flow. Where is the greatest risk for you and your dependants?



Check immediately with your spouse or partner to see if you can be covered by their employer’s plan. There is usually a time limit involved. Your former organization’s life, disability, health and dental insurance might be convertible to an individual plan without requiring evidence of insurability. This is expensive, but it eliminates insurability concerns. If you need to buy your own coverage, there are many good options available for health, dental and life insurance. Fewer options exist for disability insurance, but there are plans available that can be combined with your severance package to protect your ability to earn an income. Independent coverage is more expensive than group insurance, but being unprotected might be too risky. Call an insurance agent or broker for advice.

Use the worksheets that follow to assist in your financial review.


Tip: By completing a budget you may find that you have more time for transition than you thought. Some people discover that they can double the number of months available by careful planning and frugal spending.
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Important: Open a Service Canada account at www.servicecanada.gc.ca or in person at your nearest Service Canada Centre as soon as you leave work. Your employer may have web-filed your Record of Employment. If not, you must do it yourself. File your claim for Employment Insurance (EI) within four weeks of your last day of work, even if you’ve received a severance payment. A delay in filing your claim may cause loss of benefits.




Tip: An honest look at how you spend money and a discussion with your spouse or partner early in your transition period can reduce anxiety and prevent problems down the road. Drafting a comprehensive plan now can give you the freedom to take the time you need for a good transition.



Using a professional financial adviser to help you maximize tax shelters and use your severance package to its fullest advantage is a very good idea. Fee-only Certified Financial Planners (CFP) or Registered Financial Planners (RFP) are planners with nationally recognized designations who have completed education and examination requirements, and are required to meet standards for annual continuing education. Other qualified professionals include Fellows of the Canadian Securities Institute (FCSI), Chartered Accountants (CA), Certified Management Accountants (CMA), Certified General Accountants (CGA), Chartered Financial Analysts (CFA) and Certified Public Accountants (CPA). Be sure that the professional you choose operates on a fee-only basis.

Many investment representatives, financial product salespersons and brokers are paid a commission or fee for the products they sell. You may wish to seek advice from them after you have decided how you will allocate your severance monies; however, they may not be an unbiased source of information for you at this point.

GUIDELINES FOR CHOOSING A FINANCIAL PLANNER

• Ask your bank manager or your career transition consultant for a referral to a qualified, fee-only financial planner. You can also be referred through the Financial Planning Standards Council (FPSC) at www.fpsccanada.org. You can search their website for a financial planner by name or location.

• Call and explain your situation briefly. Ask these questions before making your choice:

– What credentials do you have?

– Do you operate on a fee-only basis? If so, what is your fee?

– How many meetings do you think we will need? Can we do follow-up by phone?

– How many clients with severance packages have you advised recently?

– What should I bring to the meeting?

• Rapport is important. If you don’t feel comfortable with the preliminary call, try someone else.

The meeting itself should take between one and two hours. Encourage your spouse or partner to attend the meeting. Hearing the planner’s advice first-hand and having an opportunity to ask questions can contribute to their peace of mind. To make the best use of the time with your financial adviser, do some preparation. Complete the worksheets in this book or those provided by your adviser and bring the following to the meeting:

• a detailed list of your assets, including RRSPs, investments and savings

• an itemized list of any outstanding debts, including mortgages and credit-card balances

• your personal monthly household budget with estimates in all categories

• your last income-tax assessment

• a recent pay slip

• your last statement of account for your pension plan and employee savings plan

• a copy of your severance letter and pension projection if available

• your current insurance portfolio, including life, disability, medical and dental

Decide on your objectives before the meeting. Are you most concerned about debt reduction, benefit replacement, pension issues, sheltering the severance through RRSPs (tax minimization) or personal budgeting? Any thoughts on what you’ll do next provide helpful information to your financial planner. Are you considering early retirement, financing a new business, moving your residence, looking for a similar job, taking some time off or changing direction completely? The more prepared you are going into the meeting, the more focused the information that your planner provides will be.

Build a Support Network

An empathetic and supportive network of family, friends and professionals can help you tremendously during transition. Sometimes a support network evolves naturally as people offer to be a resource. The phrase “Let me know if there’s anything I can do” is usually genuinely meant, but it is seldom backed by specific ideas of what might be done. At the appropriate time, you will have to tell people.

Choose your support network wisely. A person who has been through career transition successfully can provide a wealth of first-hand experience. Former co-workers and bosses can give you insightful feedback on your career plans once you’ve done a thorough assessment. Any colleague with whom you feel comfortable can become an ongoing source of encouragement and advice. Be judicious about how you use the support of family and friends; some are more capable than others of helping you carry the burden. Set clear guidelines from the outset by asking them directly how much they want to know. Keep the lines of communication open, but be careful not to lean too heavily on those who are struggling to cope with their own reactions to your career change.

The formation of your own board of advisers is a more strategic and intentional approach to creating a support network. Your board could include four to six people from varied backgrounds who are willing to offer you advice, feedback and encouragement on a regular basis. You might call on your advisers individually or gather them together in an informal session to do some brainstorming on your behalf. The best combination of people will include those who have different perspectives. They will be people who have your best interests at heart. You will need to feel comfortable receiving feedback and constructive suggestions from them. It also helps to include people who have well-developed networks.


A human resources director, whose employment was terminated when her company was acquired, asked six colleagues from different walks of life to act as her board of advisers. She included a recruiter, a lawyer, a colleague from her MBA class of many years past, a politician and two friends from her volunteer work. She sought advice individually for the most part, but she also chose a convenient pub as a venue for the group to meet on the occasional Friday evening. It turned into a welcome opportunity to network, wind down and help a friend with her job search.




Tip: Begin to think about who might provide references for you to a prospective employer. Record the names of those who offer this support. Consider whether this is an appropriate time to broach the topic with everyone. Some of your references will be an integral part of your support network. For others, you will need their contribution only when an offer of employment is imminent.



Remember that as part of your support network, a career transition consultant can be a tremendous help. If your employment has been terminated and your

















Give Yourself a Time Frame










Achieve Closure and Move On
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