
Top Tips For A Successful 
Transition Back To Work



Have you taken time off from work or your career to take care of your family, recover from an illness, study or simply 

have a break?

Are you now considering returning to the workforce, to either pick up where you left off or forge a new career path?

But you don’t know where to start, or feel overwhelmed by the prospect?

Or perhaps you have recently returned to work and are finding it difficult to adjust and settle in?

Now, let me know ask you this -



Here are some top tips to ensure a successful transition back to the workforce.

Get in the right mindset

As with anything in life, having the right mindset can be the difference between 

success and disappointment.

Be confident of who you are, what it is you want, and what you can bring to a 

new role/business. Be specific.

Be realistic with your expectations.

Be clear about your objectives.

Be open-minded and flexible about your options.

Have the courage to follow your passion and instincts, and trust in your decision-

making.



Identify your assets

Write a list of your strengths and the specific skills set you have in a job/business context. 

Break these down into ‘hard skills’ (such as business development, website design, business analyst) and ‘soft skills’ 

(such as proactive, driven, strong attention to detail).

By doing this, it not only is a great confidence booster and reminder of what you have to offer, but it also can help 

you to know your value.



Decide what you want

• The career that interests you

• Full-time or part-time 

• The type of job (survival, entry level, transitional, dream job)

• Employee or contractor or business owner

• How many hours a week you would like to work

• Paid or voluntary work

• Salary expectations

• Level of entry you would be prepared to accept

• Size of the organisation

• A back office or more hands-on people-oriented role 

These are just some of the important things to consider and decide upon.

Address your gaps

We all have them. What we call areas needing 

improvement. 

Identify what these are in an objective manner. 

Then look at ways you can address these gaps 

eg retraining, upskilling, how this might be of 

benefit in a different context.



Returning to a previous employer

If you are returning to your previous employer in a 

different capacity eg part-time role or your role has 

changed, then make sure you are clear about –

• Your responsibilities

• Your line of reporting

• Your expectations and their expectations regarding performance

• How this may affect your career path and future promotional opportunities

• Any other relevant considerations 

This may be a big adjustment for you as you return to new faces, new bosses, possibly a different physical 

environment, updated practices and policies, new responsibilities and working hours so be prepared for this and 

adjust your expectations and mindset accordingly. It may take time to ease back in so don’t be too hard on yourself if 

you find it difficult to settle back in initially.

Make sure you keep an open channel of communication with your manager or someone you trust within the 

organisation who you can speak to if any issues arise. Often part of the stress of returning to work after time off can 

be due to the uncertainty, so having clarity around any changes in your role will not only help manage expectations 

on both sides, but also will make it easier if you need to open a dialogue around any potential issues – for example, if 

you feel you are treated differently, what could be done to make you feel more valued and give you the responsibility 

you would like to have.



Set career targets

Or what we call S.M.A.R.T.E.R. goals – short term, medium term (the next 3 years), and long term 

(the next 5 to 10 years). Note what you will need to do to achieve these goals (work backwards), track 

your progress, set mini milestones and celebrate the achievement of each of them.

By setting goals, this keeps you on track towards your objectives, enables you to be more proactive, 

provides accountability and minimises the chance of you ending up in a role that you don’t like or that 

might not be a good fit.

Remember that every role or position you take on, whether it be employed or self-employed, will 

influence and affect the next one, so be strategic in terms of your bigger picture and make each one 

count!



Put together an action plan

If you are looking for or applying for a job –

• Update your resume

• Identify the gaps in your skills, knowledge and experience that may prove a barrier to getting the job, and what 

you can do to overcome them. Address this in your resume if necessary

• Research the organisations you would be interested in working for

• Identify any contacts you can make or relationships you can develop that might help you in your job-hunting 

process

• Identify the job opportunities

• Put together a tailored covering letter

• Send out your applications

• Prepare for your interviews

• Track the progress of each and note in your schedule to follow up your application 

Or if you are setting up your own business –

• Put together your business plan

• Set specific timeframes and objectives

• Find a mentor/coach or someone you can be accountable to in order to ensure you stay on track and achieve your 

objectives

• Action your plan

• Review and reassess periodically



Find the right support network

Having a supportive group of successful individuals around you who motivate, 

inspire, encourage and even mentor and guide you is important. Draw from 

their experiences and learnings. Why reinvent the wheel? Your time is your 

money. 

For some, it might be helpful to enlist the guidance of a career coach, career 

planner or career counsellor to only benefit from their expertise, but as 

someone to be accountable to.

Be persistent and committed

Finding the right job or career for you, and making the transition back into the 

workforce takes time as most significant changes do. 

Once you are clear on your expectations, outcomes and action plan, commit to it, 

be persistent and dedicate yourself to the cause, as it will be well worth it in the 

end.



As a Career Change specialist and Life Change coach, my passion is to help and proactively support YOU through the 

major changes in your life that you may be struggling to cope with on your own, and help you to move forward with 

clarity, renewed energy and focus.

Transitioning from a successful corporate career to being a business owner, returning to work after time off, or balancing 

your career with being a hands-on parent – these are just a few of the major career, role and life changes you may 

experience in your life. 

Make the transition with CONFIDENCE, EASE and SUCCESS. Let me show you how. 

CONNECT WITH ME NOW.

www.mimifong.com.au

www.mimifong.com.au/secrets-to-change

Learn more about the Secrets to Change at

Copyright in this publication is owned by Mimi Fong therefore 

all content within this publication cannot be reproduced or 

distributed without first obtaining permission from Mimi Fong.


