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It's easy to be so focused on the new job you're going to, you can forget to recognise
and celebrate your achievements in your current role. Here are some questions and tips

for a good ending.

1. How would you like to use the time between now and finishing?

o Start wrapping up things early, preferably a month before you finish —it's

surprising how long it takes to finish off and tidy up etc.

o Aim to finish your project work the week before you leave so you can use

the final few days for connecting with people and saying a proper goodbye.

2. How have you left previous jobs?

o Reflect on your experiences so you do more of what worked for you and

avoid repeating any mistakes.

3. What would you like to achieve in the time before you finish?

o We often want to tie up all loose ends, but that's not always realistic. It can
help to categorise things as ‘must do’ ‘should do’ and ‘could do’ to help you

prioritise them

4. What practical things do you need to do before you finish?

o hand-overs, clearing out, returning equipment, letting people know you're

leaving

5. What have you achieved in this role?

o Take time to reflect and record this so you can remember when applying

for future roles.

o Collect evidence of your work that you're particularly proud of.

6. What do you want to take with you and what do you want to leave behind?
o Think about your skills, strengths, ways of working, contacts

o One of the things that can hinder you in a new role is holding onto the

skills or ways of working that you had mastered but which are no longer
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appropriate for your new role. For example, if you are moving from an
operational to a strategic role, doing too much of the doing or detail, can

get in the way.

7. What if things aren’t great?

o Sometimes you're leaving a job you've been unhappy in for some time. If
this is the case, it's especially important to try to step back and remember
the positive things that have come out of the role for you - resilience, new
skills, new friends, realising what you don’'t want to do, learning how to

handle difficult people etc.

8. How do you want people to remember you? Act in a way that reinforces that.

Here are some examples:
o share your learning from a particular project you've been doing

o pass on any ideas you had been thinking about so your team can still

consider instigating them even though you're not there

o meet with colleagues who have helped you in your role and tell them

about their impact

o make time to do a proper hand-over to the person taking over from you
9. Plan your final goodbye speech or emails.

It's an opportunity to leave people with a great impression of you. Thank people

who have helped you and highlight what you've enjoyed and learned.

10. Who do you want to stay in touch with?

o Putsome meet-up dates in the diary before you leave. Your new role will
be unfamiliar for a while so it's nice to have the chance to catch up with

people you know well amid all that.

1. Remember to celebrate the ending of a chapter in your life.
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