
Congratulations on landing a new job opportunity! If you’re
planning to leave your current position to take on a new role,
it’s  important  to  inform  your  employer  through  a  formal
resignation  letter.  A  resignation  letter  for  a  new  job
opportunity should be professional and gracious, while also
outlining  the  specific  terms  of  your  departure.  Continue
reading for a list of tips, mistakes to avoid, and a template
you can use.

 

Writing  Tips:  Resignation  Letter  for  a
New Job Opportunity
When it comes to writing a resignation letter for a new job
opportunity, it’s important to remember that this document
serves as a formal notification to your current employer of
your intention to leave. As such, it’s essential to present
your reasons for resigning in a clear and professional manner.
Here are a few tips for writing a standout resignation letter
for a new job opportunity:

State your last day of work. Make sure to provide a
clear date for your last day of work, as well as any
information  about  completing  any  ongoing  projects  or
training a replacement.
Express your gratitude. Even if you’re leaving for a new
opportunity, it’s important to express your gratitude to
your current employer for the opportunity to work with
the  company.  Be  sure  to  highlight  any  skills  or
experiences  you  gained  during  your  time  there.
Keep the tone positive. It’s important to maintain a
positive and professional tone in your letter, even if
you’re excited to move on to a new role. Avoid any
negative comments about your current job or employer.
Offer to assist with the transition. It’s a good idea to
offer to assist with the transition period and to make



yourself available for any questions or concerns. This
helps to ensure a smooth and seamless transition for
both you and the company.
Provide your contact information. Make sure to include
your email and phone number in your letter so that your
employer can easily get in touch with you if needed.

In addition to outlining the specific terms of your departure,
such as your last day of work and any assistance you are
willing to provide during the transition period, it’s also a
good idea to express your gratitude to your current employer
for the opportunity to work with the company. By maintaining a
positive and gracious tone in your letter, you can help to
ensure that you leave your current job on good terms and
maintain a positive relationship with your employer in the
future.  A  well-written  resignation  letter  for  a  new  job
opportunity serves as a simple and straightforward way to
inform your employer of your departure and to wrap up any
loose ends.

 

Don’t Burn Your Bridges: 6 Pitfalls to
Avoid in a Resignation Letter
When writing a resignation letter after accepting a new job,
it  is  important  to  be  respectful  towards  your  current
employer. Here are some pitfalls to avoid when writing your
letter:

Being negative or critical: You should avoid writing1.
anything  negative  or  critical  about  your  current
employer or the company in your resignation letter. This
can leave a lasting negative impression and can damage
your reputation.
Neglecting to express gratitude: Be sure to express your2.
gratitude for the opportunities and experiences you had
at your current employer. Expressing appreciation can



help maintain positive relationships and will leave a
good impression.
Being vague: Your letter should be clear and specific3.
about your reasons for resigning, including that you
have accepted a new job opportunity. Avoid being vague
or non-committal about your reasons for leaving.
Breaking the news in person: It is best to submit your4.
resignation letter in writing rather than breaking the
news in person. This allows your employer to process the
information  and  gives  them  time  to  consider  their
response.
Forgetting to provide a notice period: It is important5.
to provide a notice period in your letter as per company
policy, it is professional and considerate, and gives
your  employer  time  to  make  arrangements  for  your
replacement.
Forgetting  to  include  your  contact  information:  Make6.
sure  to  include  your  contact  information  in  your
resignation letter so that your employer can reach you
if they need to.

A sample of a resignation letter that avoids these mistakes is
provided below. Adjust it to fit your situation.

 

Resignation Letter Template for New Job
Opportunity
[Date]

[Employer's Name]
[Employer's Address]

Dear [Employer's Name],

I am writing to inform you of my decision to resign from my
position  as  [Position]  at  [Company].  After  careful
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consideration, I have recently accepted a new job opportunity
that I believe will allow me to further my career and personal
goals.

In accordance with the terms of my employment, I am providing
[X] weeks' notice of my resignation, with my last day of work
being [Date].

I  am  committed  to  ensuring  a  smooth  transition  of  my
responsibilities  during  this  notice  period.  I  will  work
closely with my colleagues and supervisor to ensure that all
of my projects are completed and that my duties are properly
handed over. If there is anything else I can do to assist with
the transition, please don't hesitate to let me know.

I want to express my sincere gratitude for the support and
guidance you have provided me during my time at [Company]. I
have greatly valued the opportunity to be a part of such a
fantastic team and will always look back on my time here with
fondness.

Sincerely,
[Your Name]


