Explaining Career
Transitions

Step 1: Self-Reflection

Begin by reflecting on your reasons for the career change, the skills
and experiences you have that are transferable, and your goals for
the future.

Step 2: Research

Research the industry and specific companies you are interested in to
tailor your cover letter and demonstrate your knowledge of the field
and employer.

Step 3: Position Alignment

Identify specific reasons why the new career path aligns with your
skills and experiences, and how your background can benefit the
potential employer.

Step 4: Draft Cover Letter

Write a draft of your cover letter, focusing on explaining your career
transition in a positive light, highlighting transferable skills, and
expressing enthusiasm for the new path.



Step 5: Highlight Achievements

Include specific examples of achievements and experiences from your
previous career that are relevant to the new role to strengthen your
case.

Step 6: Explain Transition

Clearly explain the reason for your career change and why this
transition is a thoughtful decision, not an impulsive move.

Step 7: Connect the Dots

Make it easy for the reader to connect the dots between your past
experience and your future potential in the new industry.

Step 8: Peer Review

Have someone review your cover letter to provide feedback, ensure
clarity in your explanation, and correct any errors.

Step 9: Final Edits

Make final edits to your cover letter based on feedback, double-
checking that your career transition narrative is coherent and
persuasive.

Step 10: Submit Application

Submit your job application with your cover letter and resume,
ensuring that all materials are tailored to the new career path and
position.



General Notes

Positive Tone

Maintain a positive tone throughout the cover letter, focusing on the
opportunities that the transition offers rather than any negative
aspects of your previous career.

Clarity

Be clear and concise in your explanation to avoid any confusion or
ambiguity surrounding your career transition.
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