
 

© PETER NÄF karrierecoaching   1/7 

 

 

 

Outplacement 
 

WHY OUTPLACEMENT? 

 

In times of fast economic change, the separation 

from employees is often inevitable. For the per-

son concerned and his/her family and friends, for 

the remaining colleagues and for the superiors 

this is a stressful situation. The support received 

during outplacement makes it easier for your em-

ployees to successfully cope with this situation 

and to find a new position more quickly. The peo-

ple who are around the person concerned can re-

lax knowing that he or she is well supported. In-

cluding outplacement as a part of your separation 

culture makes it possible for all parties involved  

to successfully handle this difficult situation. It 

also eases the strain on your relationship with 

your laid-off employees, who may be your future 

customers, referrers, clients, and perhaps, in a 

few years, your employees again. 

 

GOAL AND CONTENT 

 

The goal of outplacement is to help your employ-

ees to cope with the termination and to find a new 

job within a reasonable period of time that meets 

their needs and is in line with their long-term  

career goals. 

    My outplacement covers the entire process 

(Figure 1) which begins in your company once 

notice has been given and finishes after the pro-

bation period ends with the new company. I ad-

vise and accompany your employees in the pro-

cessing of the dismissal, the personal and profes-

sional assessment and new orientation, in the job 

search and making applications as well as – if 

needed – in the course of an onboarding during 

the probation time with the new employer. Below  

I describe the different topics of an outplacement, 

which may take place in parallel. The design of 

an outplacement is made according to the actual 

needs of your employee. 

 

Continued    Continued 

 

 

Handling the situation 

▪ Handling the employment termination, with the 

aim of good emotional processing 

▪ Reflecting on the reasons for the termination; 

especially if the personal behaviour of the em-

ployee contributed to the decision for dismissal  

▪ Development of alternative attitude- resp.  

behaviour alternatives with coaching 

▪ Analysis of the actual situation and clarifying of 

the following questions: 

- Immediate release (if offered by the com-

pany) or continue working during the notice 

period 

- Communication and information to the  

personal network 

- Review of the financial situation 

- Planning of the remaining time in the  

company 

- In the case of an immediate release: crea-

tion of a new daily structure 

▪ Discussion on the formalities (RAV, insurance) 

Application Job search 
Market 

analysis 

Personal and 
professional 
assessment 

Coaching  
in probation 

period 

Handling the 
situation 

Figure 1: Entire outplacement process 

https://karrierecoaching.ch/en/glossary-individual-outplacement/
https://karrierecoaching.ch/en/glossary-coaching/
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Personal and professional assessment 

Analysis of the employee’s personality (Who  

am I? How am I?) 

▪ Analysis of the professional decisions taken in 

the past 

▪ Determination of strengths and weaknesses 

(soft skills: social and personal competencies) 

with consideration of the external and self- 

image 

▪ From this the development of self-confidence 

for credible self-marketing (personal branding) 

 

Inventory of the skills (What are my skills?) 

▪ Creation of a competency profile on the basis 

of the previous professional experiences 

▪ Elicitation of technical and methodological 

competencies (hard skills) 

▪ Analysis of previous performance, professional 

successes and failures  

▪ Processing of success stories in order to  

becoming aware of personal inclinations, to 

strengthen the self-consciousness and in order 

to prepare for job-interviews 

 

Development of the professional ideas and goals 

(Where do I want to go to?) 

▪ Development of a job requirement profile from 

two points of view: 

- Job content: Development of a job profile 

(preferred activities, positioning) as a basis 

for the job search and application. 

- Job environment: Definition of a desired 

work environment / optimal working condi-

tions (work location, corporate culture, man-

agement culture, degree of freedom, etc.)  

as preparation for job interviews 

▪ If needed: development of totally new profes-

sional perspectives 

 

Market Analysis/Job Research 

▪ Particularly in the case of lateral moves, it 

makes sense to conduct job research to find 

out more about the jobs one is considering be-

fore searching and applying for them. This 

serves on the one hand to clarify one' s own  

interest and on the other hand to be able to ar-

gue in a more competent way in job interviews. 

Job search 

▪ Deciding on application channels: 

- Open job market (job advertisements,  

Internet) 

- Hidden job market (initiative application,  

personal network, LinkedIn, personnel  

consultant/headhunter) 

▪ Development of an inbound and outbound 

search strategy 

 

Application 

Preparation of the application campaign 

▪ Organization of the application activities with 

methods from work technique and time man-

agement 

▪ Becoming familiar with the application resp.  

recruitment process from the perspective of 

companies 

▪ Optimization of the applicant’s behaviour  

(e.g., application by phone) 

 

Preparation of the application documents 

▪ Create significant application documents  

(CV, motivational letter) 

▪ If needed: preparing of additional instruments 

(performance record, project list, etc.) 

▪ Development of a convincing profile on 

LinkedIn 

 

Preparation for job-interviews 

▪ Simulation of job-interviews based on concrete 

job profiles  

▪ Development of tailormade communication 

strategies through storytelling 

▪ Ensuring optimal interview preparation by ana-

lysing the job requirements 

▪ Evaluation of job-interviews and preparation  

for follow-up interviews 

 

Support during the application process 

▪ Reflecting on and classifying the experience  

of applying for jobs 

▪ If needed: adjustment of the application or the 

communication strategy 

▪ Support in the decision on concrete job offers 

▪ Advice regarding employment contract prepa-

ration and salary negotiations 

https://karrierecoaching.ch/en/glossary-strengths/
https://karrierecoaching.ch/en/glossary-weaknesses/
https://karrierecoaching.ch/en/glossary-soft-skills/
https://karrierecoaching.ch/en/glossary-self-marketing/
https://karrierecoaching.ch/en/glossary-personal-branding/
https://karrierecoaching.ch/en/glossary-hard-skills/
https://karrierecoaching.ch/en/glossary-self-confidence/
https://karrierecoaching.ch/en/glossary-job-research/
https://karrierecoaching.ch/en/glossary-labour-market/
https://karrierecoaching.ch/en/glossary-initiative-application/
https://karrierecoaching.ch/en/glossary-linkedin/
https://karrierecoaching.ch/en/glossary-headhunter/
https://karrierecoaching.ch/en/glossary-inbound-marketing/
https://karrierecoaching.ch/en/glossary-outbound-marketing/
https://karrierecoaching.ch/en/glossary-cv/
https://karrierecoaching.ch/en/glossary-motivation-letter/
https://karrierecoaching.ch/en/glossary-job-interview/
https://karrierecoaching.ch/en/glossary-storytelling/
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Coaching during the probation period 

▪ Clarify issues concerning induction phase,  

positioning in the company and relationship 

building  

▪ Reflection on the experiences made in the new 

company 

▪ Coaching if problems arise, e.g., in leadership 

or communication 

 

INDIVIDUAL OUTPLACEMENTS 

 

Outplacement is a very personal process. I there-

fore only offer individual outplacements. The col-

laboration covers either the whole process as  

described above or parts of it. For younger em-

ployees who are experienced in job searching 

and have a clear professional focus, application 

coaching may be adequate. For long-standing 

employees who have problems to cope with the 

situation, the collaboration will include the emo-

tional handling of the notice and a personal and 

professional assessment if there is need for a 

professional reorientation. If the behaviour of an 

employee was one of the reasons for the notice, 

coaching to reflect on the situation and develop 

new perspectives and behaviour makes it easier 

to find a new professional focus. And last but not 

least: coaching during the probation time with the 

new employer facilitates the onboarding, in partic-

ular if cultural differences with the company com-

plicate the integration. 

 

Briefing free of charge 

A good working relationship promotes success in 

outplacement. In order for your employees to get 

to know me and my way of working, I offer them  

a non-binding and free 30-minute introductory 

meeting in person or online. Afterwards they can 

decide whether they want to work with me. 

 

Knowledge transfer 

I provide my customers in the consultation as 

much knowledge as possible from my more than 

20 years of experience in the field of personal 

and professional assessment, job search and job 

application. In order for them to benefit optimally 

from this experience, I provide them with compre-

hensive documentation. These serve as prepara-

tion for the sessions as well as for follow-up read-

ing afterwards. And finally, your employees can 

refresh their acquired knowledge with the docu-

ments at any time later. 

 

HOW WE WORK TOGETHER 

 

Conditions 

COST CEILING 

In outplacement, I work with a cost ceiling and 

charge for individual hours within this framework. 

You, as the client, only pay for the services your 

employees use. This means that the coaching 

can be terminated earlier than expected if the 

coachee finds a new job quickly. 

I will gladly send you my current conditions for 

outplacement by e-mail. 

 

SCOPE OF SERVICE 

The fee covers the following services: 

 

▪ Non-binding, 30-minute briefing free of charge 

in order to get to know one other 

▪ Preparation, holding and post-processing of 

the coaching meetings 

▪ Phone calls and emails with the coachee be-

tween the sessions 

▪ Providing word templates for the application 

documents as well as forms for the organisa-

tion of the application activities 

▪ Delivering well documented, written exercises 

to be done between the coaching sessions 

▪ Hand-out of extensive written documentation 

on all the concepts I work with during the out-

placement 

 

TRAVEL EXPENSES 

For consultations that are not conducted on my 

premises, travel expenses and room rental may 

be charged according to separate agreement,  

depending on distance and travel time. 

Please also see my general terms and conditions. 

  

mailto:peternaef@karrierecoaching.ch?subject=Conditions%20for%20outplacement
https://karrierecoaching.ch/en/working-style/how-we-work-together/
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Location of consulting 

PERSONAL 

The sessions take place in my consulting room at 

Mühlebachstrasse 43 in Zurich. 

 

ONLINE 

Upon request of the coachee, I also offer ses-

sions via Zoom, Skype or Teams. 

 

NEXT STEP 

 

If you have any questions about my offer, please 

contact me by phone 076 223 97 88 or by e-mail. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www.google.com/maps/place/M%C3%BChlebachstrasse+43,+8008+Z%C3%BCrich/@47.3637088,8.5499213,17z/data=!4m5!3m4!1s0x479aa74d7cf686eb:0xbd26e7e10031a0b!8m2!3d47.3637088!4d8.55211
mailto:peternaef@karrierecoaching.ch
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ABOUT ME 

 
 

 

«For more than 20 years I have been  

advising my clients in career topics. Since 2008 I ac-

company people of different functions and industries in 

outplacements to find a new professional orientation 

and to successfully apply on the job market. With pri-

vate individuals and with employees, on behalf of their 

employers, I do private and professional assessments 

as well as coaching on career topics. Before that, I ad-

vised – in the role of a personnel consultant and head-

hunter - technical specialists and managers in their job 

search. In addition, I was recruiting specialists for com-

panies in the financial services industry.» 

 

Peter Näf 

 

Master of Arts University of Zurich 

Executive Master of HR Management 

QR Business card 

 

Professional experience 

 

▪ Since 2008 working as a self-employed career 

coach 

▪ 11 years as a head hunter and partner with  

a personnel consulting company in Zurich;  

consulting and placement of professionals 

above all in the financial industry; handling  

direct search mandates for companies in the 

banking and insurance industry 

▪ 4 years as an assistant to the management 

and head of administration with a portfolio 

management company 

▪ 3 years as a partner of a company and shop 

for import and sale of Asian art and craft 

▪ 1 year as an assistant in auditing 

 

Education 

 

▪ Master of Arts University of Zurich (Economy) 

(1992) 

▪ Coaching diploma, ias Institute for Applied  

Social Sciences, Bad Ragaz (2007) 

▪ Executive Master of HR Management,  

University of Applied Sciences, Olten (2001) 

▪ Further regular training 

 

Languages 

 

▪ German 

▪ English 

 

My company 

 

COMMERCIAL REGISTER 

PETER NÄF karrierecoaching is an individual 

company registered in the Commercial Register 

of the Canton Zurich.  

(Company no.: CHE-114.254.808). 

 

VALUE ADDED TAX 

VAT no.: CHE-114.254.808 MWST 

 

RETIREMENT INSURANCE (AHV) 

SVA Sozialversicherungsanstalt Kanton Zürich 

Account no.: FC0.983  

(Confirmation of self-employment) 

https://karrierecoaching.ch/wp-content/uploads/2020/06/QR-Code_Visitenkarte.pdf
https://zh.chregister.ch/cr-portal/auszug/auszug.xhtml?uid=CHE-114.254.808
https://www.uid.admin.ch/Detail.aspx?uid_id=CHE-114.254.808
https://karrierecoaching.ch/wp-content/uploads/2022/06/SVA_Bestaetigung_selbstaendige_Taetigkeit_2022_06_28.pdf
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BUSINESS POLICY AND GENERAL TERMS AND CONDITIONS 

 

Business policy 

 

A ONE-MAN-SHOW 

PETER NÄF karrierecoaching is an individual 

company registered in the commercial register 

of the Canton of Zurich. This means that you  

always work with the boss himself. 

 

CONSISTENCY IN COOPERATION 

A successful professional relationship, as well 

as trust and confidence, develop from success-

ful collaboration over an extended period of 

time. The advantage of my business model is 

that you will always deal with the same person 

and will be able to build on former collaboration. 

 

NETWORKING AND INDEPENDENT 

I am connected, but not bound to any network 

partner. If I consider myself not competent in a 

subject, I recommend the best alternative known 

to me. 

My independence means that I neither pay for 

clients I refer nor do I accept anything in return 

for referrals. The focus is on the needs of my  

clients. 

 

TRANSPARENCY 

A high degree of transparency in working with 

my clients is important to me. That is why I work 

with comprehensible methods and, for example, 

abstain from personality tests when assessing 

people. I explain methods that are more difficult 

to understand, so that my clients feel safe and in 

control at all times. 

 

EXPERTISE OUT OF SPECIALIZATION 

People gain deeper understanding by doing  

the same things time and again and experience 

them in a new way. For more than 20 years  

I have been working in the field of career  

counselling and there is still a lot to discover. 

Terms and conditions 

 

DURATION OF A SESSION 

Normally coaching sessions last 60 or 90 

minutes. Unless we have agreed otherwise or 

agree during the meeting, any extra time spent 

at the meeting will be at my expense. 

 

FEES 

The prices for services rendered are based on 

the current hourly rate at the time the order is 

placed. I charge by the hour unless we have 

agreed otherwise. The hourly rate covers the 

consulting session as well as its preparation and 

post-processing. The billing of additional ex-

penses will be agreed upon separately. The  

consulting service is subject to the full VAT rate 

applicable at the time the service is rendered. 

 

ONLINE CONSULTING ABROAD 

I charge the same hourly rate for online consul-

tations across borders. Invoicing is done in 

Swiss Francs. The VAT is not charged. For  

an inexpensive transfer of the invoice amount  

I have an account with Wise (company infor-

mation). 

 

PAYMENT 

I invoice my services after having finished the 

cooperation. For long-term mandates we agree 

upon part payments. Invoices are to be paid 

within 30 days without discount. 

 

BRIEFING 

I offer a non-binding 30-minute briefing free of 

charge so that your employees get the possibil-

ity to get to know me and my working style, and 

decide whether I am the right person for them. 

 

APPOINTMENTS 

Appointments are binding on both sides. In case 

of prevention, the cancellation is made 24 hours 

in advance, so that the session does not have to 

be charged. In case of cancellations or post-

ponements less than 24 hours before the start of 

the agreed appointment, I charge half the 

https://karrierecoaching.ch/en/company-information/
https://karrierecoaching.ch/en/company-information/
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agreed fee, in case of unannounced absence 

the full fee. 

 

PREMATURE TERMINATION 

A coaching cooperation is a mandate according 

to Code of Obligations Art. 394 to 406. The co-

operation can be terminated anytime by either 

side. In such a case, a closing session will take 

place. 

 

 

 

 

 

 

 

 

 

 

 


