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* Prepare a resignation letter.
Express your gratitude for the
opportunity, thank your manager,
and compliment the organization
and your colleagues. Indicate your
last day, and mention that this
decision helps you move your career
forward. Refer to the next section on

how to handle a counteroffer.

Withdraw from the job market.
Notify everyone who is actively
involved in your job search, including
recruiters and colleagues. Thank
them for their time and assistance.
Make sure any upcoming interviews

are cancelled.

Remove your résumé from the
Internet. Your new employer
shouldn't see your résumé still
making the rounds. It could be

perceived as a lack of commitment.

e Connect with your current HR
department. Confirm your benefits
grace periods and continuation

provisions.

¢ Be graceful and professional. This is
not the time to burn bridges.

¢ Give the standard two
weeks’ notice. Anything less is

unprofessional.

e Offer to train your replacement.
This ensures that your essential

duties are covered once you leave.

¢ Leave a transition plan. This will
help your replacement finish open

assignments.

* Keep working hard. Continue to put
in as much effort during your notice
period as you did on your first day.
Don't miss work or come in late.

* Thank your co-workers and
supervisors. And, avoid making
negative statements about
colleagues. Don't gloat about your

new opportunity.

* Leave on good terms. Don't air your
grievances about issues you faced at
work. You never know who you may

be working with or for in the future.

* Don't feel guilty about leaving.
Focus on the fact that you've got a

better opportunity ahead of you.
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SAMPLE RESIGNATION LETTER 1

Today’s date

TH E John Smith
PROFESSIONAL Ay Company nc.
EXIT Anytown, AT 12345

Dear Mr. Smith:

Please accept this letter as my formal notice of resignation from Any Company, Inc.,
effective November 11, 2011. The associations I have made during my employment here
will truly be memorable for years to come.

I trust the traditional two-week notice is sufficient to transition my responsibilities and to
commence the process of identifying a replacement. I am happy to assist in the training
and transition of my replacement.

Sincerely,

Jane Smith, IT systems engineer
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SAMPLE RESIGNATION LETTER 2

Today’s date

TH E Jane Smith
PROFESSIONAL Aoy Compny e
EX I T Anytown, AT 12345

Dear Ms. Smith:

Please accept this letter as formal resignation of my position as an IT systems engineer
with Any Company.

Thursday, November 11, 2011, will be my last day of employment with the company.

I want to thank you for the opportunity to work with such an outstanding organization.
I'have enjoyed learning and growing within the organization, and I am proud to have
been part of a dynamic team.

Sincerely,

John Smith, IT systems engineer
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WHERE KELLY o ot

Direct hire

COMES IN ——

Contact Center
Creative Services
Education

Electronic Assembly
Engineering

Finance and Accounting
Government
Healthcare

Information Technology
Law

Light Industrial
Marketing

Office

Science

Kelly can get you in the door.

Kelly also has jobs—a lot of jobs—and you can choose when, where, and how you want to work. So Project Services

even if you need something full-time, Kelly will help you. Project feams
Project Management

PMO Integration

The competition is tough. But if you have the right skills and the desire to succeed, partnering with SOW-based Services

Kelly is a smart way to explore all your employment options and be exposed to jobs you won't see Outsourcing & Consulting Solutions
Recruitment Process Outsourcing

anywhere else. And unlike most staffing agencies, we never charge our candidates a fee. Business Process Outsourcing

Contingent Workforce Outsourcing
Human Resources Consulting

Visit kellyservices.com today to find out more about how we can assist you in your job search! Career Transition & Executive
. . . Coaching
Also visit kellycareernetwork.com for the latest job postings. Executive Search
SERVICES
4 EXIT

An Equal Opportunity Employer © 2013 Kelly Services, Inc. X2209!

WANT TO LEARN MORE ABOUT MOVING YOUR CAREER FORWARD? This document is an P
excerpt from our comprehensive Career Forward guide, which will help you make the most of DOWNLOAD NOW
D

your job search in today’s competitive market. Download your complete guide today.
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