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Guide to Resigning from Your Job to Start a New One

Making the decision to leave your current job for a new opportunity is an exciting yet delicate
process. Properly managing your resignation ensures a smooth transition and maintains professional
relationships. This guide will help you resign gracefully while handling counteroffers effectively.

1. Prepare for Your Resignation
e Before submitting your resignation, consider the following steps:
e Review Your Employment Contract: Check for any notice periods, non-compete clauses, or
other obligations.
e Secure Your New Job: Ensure you have a signed offer letter and clarity on your start date
before resigning.

e Plan Your Transition: Identify key responsibilities and projects to help with a smooth
handover.

2. Writing Your Resignation Letter
e Your resignation letter should be professional and concise. Include:
e Formal Notice: State your intent to resign and the last working day (considering your notice
period).
e Gratitude: Express appreciation for the opportunities and experiences gained.
e Transition Offer: Mention your willingness to assist in the transition.

3. Handling the Resignation Meeting
e When you inform your manager, keep the conversation professional and positive:
e Be Direct but Respectful: Clearly state your decision and last working day.
e Avoid Negative Comments: Focus on career growth rather than grievances.
e Offer Assistance: Show willingness to ease the transition.

4. Dealing with Counteroffers

e Your employer may try to retain you with a counteroffer. Consider these factors before
deciding:

o  Why You Are Leaving: Will the counteroffer truly address your reasons for leaving?

e Long-Term Growth: Does staying offer the career advancement and opportunities you seek?

e Workplace Relationships: Will accepting a counteroffer impact how you are perceived within
the company?

e Industry Trends: Studies show that many employees who accept counteroffers leave within
six months anyway.

e How to Politely Decline a Counteroffer:

e Express Gratitude: Thank your employer for their offer.

e Reiterate Your Decision: Politely state that you have decided to move forward with your new
opportunity.

e Maintain Professionalism: Keep the conversation positive to preserve relationships.
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5. Preparing for Your Last Days

e Complete Pending Tasks: Ensure all work is in order before leaving.

e Hand Over Responsibilities: Train your replacement or document key processes.

e Exit Interview: Provide constructive feedback if asked.

e Say Goodbye: Leave on good terms by thanking colleagues and exchanging contacts.

e Conclusion

e Resigning professionally allows you to transition smoothly while keeping your reputation
intact. By handling counteroffers thoughtfully and maintaining a positive attitude, you
ensure that your career progression remains on track. Remember, how you leave a job can
be just as important as how you start a new one.

Sample Resignation Letter:
[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]

[Date]

[Manager’s Name]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear [Manager’s Name],

| am writing to formally resign from my position at [Company Name], with my last working day being
[Last Working Day, considering notice period].

| want to express my sincere gratitude for the opportunities | have had at [Company Name]. |
appreciate the support, mentorship, and experiences gained during my time here.

To ensure a smooth transition, | am happy to assist in handing over my responsibilities and training
my replacement if needed.

Thank you again for everything. | look forward to staying in touch and hope our paths cross again in
the future.

Sincerely,
[Your Name]
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