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Purpose 

This workbook is designed to help you identify your transferable skills, articulate your 

value, navigate the modern hiring process, and build an action plan for your next career 

opportunity. 

Key Message 

You are not starting over. 

You are building on a foundation that already exists. 

 

My Three Biggest Takeaways 

1. 

 

2. 

 

3. 

 

 

Career Reflection Exercise 

What Experiences Have Shaped Me? 

List roles, volunteer work, leadership experiences, projects, committees, and other 

accomplishments. 

Experience Skills Gained 

  



  

  

  

  

 

The Pivot Point 

Reflection Questions 

What experiences have I overlooked because they were simply "part of my job?" 

 

 

 

What skills do I use regularly that could transfer into another profession? 

 

 

 

 

The Confidence Gap 

Which Thoughts Sound Familiar? 

☐ Am I qualified? 

☐ Am I too old? 

☐ Am I too experienced? 

☐ Why would someone hire me? 

☐ I don't have the right degree. 



☐ I don't have enough experience. 

☐ Other: 

 

Reframe the Thought 

Old Thought: 

 

New Thought: 

 

 

Rejection Is Information, Not Identity 

After a Rejection Ask: 

What did I learn? 

 

What can I improve? 

 

What should I continue doing? 

 

 

Know Your Value 

What Problems Do I Solve? 

List challenges that others consistently bring to you. 

1.  

2.  

3.  

4.  

5.  



 

What Problems Do Others Ask Me To Help Solve? 

 

 

 

 

Building a Success Inventory 

Document accomplishments. 

Accomplishment Result 

  

  

  

  

  

 

Data Tells a Story 

Activities vs Results 

Instead of: 

"Managed employees." 

Try: 

"Led a team that improved service, collaboration, and productivity." 

 

Instead of: 



"Conducted surveys." 

Try: 

"Implemented employee engagement initiatives that improved participation and trust." 

 

What Improved Because I Was There? 

Better 

 

Faster 

 

Safer 

 

More Efficient 

 

More Engaged 

 

More Productive 

 

 

Finding Your Metrics 

What Can You Measure? 

People 

□ Engagement 

□ Retention 

□ Participation 

□ Growth 

□ Satisfaction 

Operations 



□ Productivity 

□ Time Savings 

□ Cost Reduction 

□ Efficiency 

□ Quality 

Customers 

□ Satisfaction 

□ Response Time 

□ Loyalty 

□ Growth 

 

Transferable Skills Inventory 

Remove Your Title 

My Current Title: 

 

What skills remain if the title disappears? 

□ Leadership 

□ Communication 

□ Coaching 

□ Project Management 

□ Training 

□ Conflict Resolution 

□ Strategic Planning 

□ Data Analysis 

□ Facilitation 

□ Customer Service 

□ Budget Management 



□ Change Management 

□ Workforce Planning 

□ Stakeholder Engagement 

Other: 

 

 

Your Skills T-Chart 

Target Position 

 

Employer Needs My Experience 

  

  

  

  

  

 

Career Transition Plan 

Who Can Help Me? 

Mentor 

 

Coach 

 



 

 

Professional Association 

 

Networking Contact 

 

Accountability Partner 

 

 

AI & ATS Checklist 

Before Applying: 

☐ Customized resume 

☐ Keywords from posting 

☐ Quantified accomplishments 

☐ Updated LinkedIn profile 

☐ Cover letter tailored 

☐ Skills T-Chart completed 

 

Interview Preparation Worksheet 

Research 

Organization Mission 

 

Values 

 

Strategic Priorities 

 

Current Challenges 



 

 

STAR Story Builder 

Situation 

 

Task 

 

Action 

 

Result 

 

 

What HR Really Wants 

Question 1 

Can you do the job? 

Evidence: 

 

Question 2 

Will you do the job? 

Evidence: 

 

Question 3 

Can we work together every day? 

Evidence: 

 

 



 

Questions to Ask Interviewers 

What challenges would you like this person to help solve? 

 

What would success look like after 90 days? 

 

What are the team's biggest opportunities right now? 

 

What characteristics are most successful on this team? 

 

 

My Monday Morning Action Plan 

What will I do in the next 7 days? 

1.  

2.  

3.  

What will I do in the next 30 days? 

1.  

2.  

3.  

 

Final Reflection 

One transferable skill I am taking away from today: 

 

One accomplishment I need to quantify: 

 

One career opportunity I hadn't previously considered: 



 

One action I will take this week: 

 

 

Closing Thought 

Employers don't hire job titles. 

Employers hire evidence that your experience produces results. 

Thank you for participating in Your Second Act. Best wishes as you leverage your 

experience to create your next opportunity. 

 


