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Preface 
 

This is a free publication from a series I call "Karen’s Tips." Each one is filled with practical ideas for your 
career and clear action items for planning your next steps.  

If you find it useful, please share it with someone you know. Thank you. 

--Karen Catlin, www.karencatlin.com 
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Why I chose to work part-time 
I remember the day I told my boss that I was pregnant with my first child. We were having a one-on-one 
meeting, and my manager, Joe, presented me with an exciting opportunity: a promotion to director of 
quality assurance. There was a caveat: one of my main responsibilities would be to break up the 
department within three months, decentralizing the quality teams to report directly into the software 
development teams. It wasn't going to be easy, and I'd have to trust that there would be more 
responsibility for me to pick up after reorganizing the department. I remember smiling, saying yes to the 
promotion, and then explaining that I was pregnant and wanted to work part-time when I returned after 
my maternity leave. His response? "Cool!" 

With that promotion, I began a new phase of my career. I worked a reduced schedule (75%) for the next 
ten years, during which I had two children, learned how to be a parent in tandem with developing my 
leadership style, and grew my responsibilities. I was even promoted to vice president while working part-
time. 

To this day, I am so very thankful that I was able to work reduced hours. I had more time with my kids, 
scheduled doctor's appointments without worrying about missing work, enrolled in parent-child 
education programs, and volunteered at our school. I was also pretty efficient at work, honing in on what 
needed to be done and steering clear of things that wouldn't make a difference. It was a winning 
combination for me. 

As you might imagine, people often ask me for advice about how to work part-time. Often it is because 
they are about to have a baby, but I've also heard from people who have a medical condition, want to 
return to school, need to take care of aging parents, or want to devote more time to a hobby.   

I have some practical ideas for you to consider as you think about working part-time. They've helped 
others and I think they'll help you. 

What’s in it for the employer? 
In addition to working part-time myself, I’ve also managed part-time employees. I hired one person 
during the late 1990’s during the internet boom when it was hard to find qualified candidates for any job 
in Silicon Valley, and the candidate was only interested in a 30-hour work week. I accommodated it! I also 
let another employee, who wanted more time for his music hobby, shift to part-time.  

Let's look at why an employer might be interested in having you work a part-time schedule.  

• They don’t want to let you go. It is disruptive and expensive to replace valuable employees. 

• They want to hire you (if you aren’t already at the company) and know you are seeking a part-time 
role. 

• They want to demonstrate their commitment to flexible schedules (including part-time ones). 
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What will part-time mean? 
Be sure that you understand what working part-time will mean to you. 

  Ask if your company has an official part-time policy. Your Human Resources 
representative will know. If there isn’t one, ask why. You may be the first person to inquire about 
working part-time. Or, there may be a business reason why there is no part-time policy. 
Regardless, don’t be deterred. Perhaps an exception can be made for you. 

  Understand your company's benefits. While you can estimate the change to your salary, 
don't forget to look at your entire compensation package. Some benefits may be offered only to 
full-time employees, some might be reduced for part-time schedules. You need to evaluate your 
needs and determine if you can afford the change in benefits. 

  Talk to people who have worked part-time at your company. If others have worked part-
time, see them out, ask about their experience, and listen to their advice.  

  Be realistic about how many hours you need to work to still have a viable role. Based 
on my experience in the software industry, I believe the minimum schedule should be 24 
hours/week, the ideal is 30-32 hours. I tried working just 20 hours/week for about a year, and I 
couldn't get much beyond the basics done. All of my time was spent working on emails and in 
meetings, leaving me with no time to think strategically about opportunities or work on large 
projects. That said, the hours required to do your job will depend on the work you’re doing. You 
may also consider a one-month trial period to determine how many hours you will need and 
whether you might need to offload a few responsibilities. 

  Be aware of company culture in designing your schedule. If your company expects 
employees to be available 24x7, to work evenings during crunch times, or to check emails on 
weekends, be sure you are doing your part. If your colleagues are working more than the 40 hours 
they are being paid for, you’ll need to put in extra hours as well. 

How to ask? 
Chances are, your manager is not going to offer a reduced schedule without you initiating a conversation 
about it. Here are some tips for how to ask about moving to a part-time role: 

  Be a consistent high performer. You need to do your job really well before asking about 
working part-time. 

   Suggest a trial period, where you work part-time for 3 or 6 months. By doing so, you 
give yourself time to figure out how to make things work, you send the message that you are open 
to feedback about the new schedule, and you give your manager peace of mind that they aren't 
agreeing to the schedule for the rest of your career (just in case things don't work out). The trial 
period also gives you an easy path back to full-time employment in case you aren't happy with the 
reduced schedule. 
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  Discuss how you will be evaluated. In the short-term, how will you and your manager 
evaluate the success of the part-time schedule? Longer term, will your part-time status impact 
your eligibility for raises, promotions, stretch assignments, and so on? Talk to your manager to 
understand how he or she will be viewing your career growth. 

 

How to be successful? 
Once you have a part-time role, you’ll want to be successful so that you can keep your reduced schedule 
for as long as you want. Here are some ideas. 

  Be a consistent high performer. Yes, you need to keep up your performance! 

  Don’t introduce yourself as a part-time employee. While you don’t need to hide it from 
your co-workers, don’t start using it to define who you are. Your professional brand and identity 
should be about your skills and expertise, not that you are a part-time employee. 

  Be visible when it counts. When possible, adjust your hours so you’re working when the 
important meetings are happening, and attend them in person.   

  When there is a crunch period, be sure to put in extra hours just like your co-
workers. Whether you get paid for these hours or not, you need to show your willingness to do 
what it takes to get the work done. 

  Don’t use your part-time status as an excuse for not finishing deliverables on time. 
It’s fine to ask for more time on a project if you need it, or for help reprioritizing your workload, 
but once you commit to a schedule, make sure you meet it. If you can’t make the deadline, don’t 
say it’s because you only work part-time. You’ll lose support right then and there. 

Conclusion 
I am a strong believer in part-time roles, and I've seen many successful examples. If you think a reduced 
schedule could help you achieve your personal goals, I encourage you to explore it. 

 

If this publication has helped you, or if you have additional thoughts about working part-time, please post 
a short reply on my site. I’d like to hear from you!   
 
Post your feedback here:  
http://wp.me/P2JEO5-9Q
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