Resigning Gracefully

Congratulations! You've landed the job! Now you are faced with the delicate challenge of resigning from your current employer without burning bridges, and saying good-bye to friends and colleagues.

Your Management Recruiters of the St. Croix Valley recruiter will help you draft your resignation letter. Then, you will make an appointment with your manager to respectfully explain your decision. Your manager needs to hear that your decision is firm and final and that you are committed to your new employer. Express appreciation for the opportunities that your former employer has given you.

Be careful not to get lured into any discussions other than your resignation, such as how your employer wants to handle your final weeks or the transition of your current responsibilities and projects.

Sample Letter

Your Name
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email 

Date 

Name 
Title 
Organization 
Address 
City, State, Zip Code 

Dear Mr./Ms. Last Name: 

I would like to inform you that I am resigning from my position as (insert current position) for the (insert company name) Company, effective (insert date) 

Thank you for the support and the opportunities that you have provided me during the last (insert years of service). I have enjoyed my tenure with the company. 

If I can be of any assistance during this transition, please let me know. I would be glad to help however I can. 

Sincerely, 

Your Signature 

Your Typed Name 

