Lane & Lane Agency
Jason Walsh
Account Executive
35 Kensington Dr.
Oklahoma City, OK, 73101, USA
September 27, 20XX
Sarah J. Lane
CEO
Dear Mrs. Lane,
With this letter, I would like to inform you that I am resigning from my position as Account Executive for Lane & Lane Agency. My resignation will become effective starting from October 15, 20XX.
I would like to thank you and my coworkers for the last three years of my work here. During this period of time, I had numerous opportunities for personal and professional growth, which I hope I have used with maximal efficiency. I would like to thank Travis Higmore personally for supporting me when I was under heavy pressure because of deadlines; Norman Gyles who taught me about my position when I was a green rookie; Ginger Ale for being a solid friend; and you, Mrs. Lane, for being a patient boss.
I promise to perform my duties thoroughly until my last day of employment. If I can be of any help in terms of seeking and training a replacement for my position, please contact me. You can reach me via email: jackjohnjasonwalsh@email.com, or by phone: 555-678-432-123.
Sincerely,
Jason Walsh
- See more at: https://academichelp.net/samples/letter-writing/resignation-letter-samples/account-executive.html#sthash.581slkN2.dpuf
