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Transition Statement Worksheet
Before you start any job search activities you need to prepare a transition 
statement so you can answer the question: Why are you transitioning?  

It’s common human curiosity to want to know why you’re in the situation you’re 
in.  If you’re ultimately going to ask your network to help you, you need to be 
prepared to answer their first question (even if they don’t specifically ask it): 
‘Why are you in this situation?’ 

You want to be prepared to answer the above questions because you don’t want 
to stumble or fumble to avoid saying you were laid off or fired.  Your transition 
statement is, hopefully, the beginning of many exchanges with your contacts and 
it needs to lay a solid foundation for all of your conversations going forward, so it 
needs to be right. 

Your transition statement should be positive, blameless, brief and truthful. 
Let’s take a look at each of these criteria:

Positive: The last impression you want to give and leave with someone 
you’re talking to is that you’re bitter, angry or upset about your 
situation.  If you keep your statement forward and future focused, 
you’ll be less likely to sound negative.

Blameless: It’s never a good idea to blame your previous employer or anyone 
you worked with or for – that only creates doubt about you.

Brief: Keep it concise and simple.  There is no reason to provide too many 
details.  Remember, you want to keep yourself, your attitude and 
your focus on the future and providing too much information can 
keep the conversation in the past.

Truthful: You always want to be factual in what you say because 
information about your situation can be relayed from your 
employer, your references and others.
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So, what should you say?  Here are some sample statements to help spark 
yours.  Write yours below.

“Like a lot of organizations, [name of company] is reorganizing and my position  
was affected.  I enjoyed working there, but I’m looking forward to finding other  
[name industry or profession] opportunities with another company.”

“The recent merger of [name of company] and [name of company] eliminated my  
position.”

“The recent downturn forced [name of company] to reorganize and my position  
was eliminated.”

“I recently left [name of company] after they made some changes.”

“I took some time off to raise a family.”

“I’ve reached the point in my career where I’m ready to have increased  
responsibilities and make a greater contribution.  Unfortunately, the opportunity  
for me to do that where I am is limited, so as much as I’ve enjoyed working there,  
I’m looking for other opportunities.”

Write your transition statement here:

Your transition statement will likely lead to further conversations where you can 
go deeper into who you are and what you’re looking for.  Next, make sure you 
complete the Career3D Elevator Speech and Networking Letter worksheets.

Your Success Accelerant,

Brenda Cody, M.S.
Brenda@Career3D.com
720.213.8743
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