Resignation Letter Template for Moving Ahead in Career

This resignation letter template for moving ahead in career provides a professional and courteous way to inform your employer about your
decision to leave your current position in pursuit of new career opportunities. It emphasizes gratitude for the experiences gained while clearly
stating the intention to move forward, ensuring a positive and respectful transition. This template helps maintain strong professional relationships and
leaves the door open for future networking or references.

Resignation Letter Template

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

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

Dear [Manager's Namne],

I am writing to formally resign from my position as [ Your Position] at [Company Name], effective [Last Working Day, typically two weeks from
the date above].

After careful consideration, I have decided to pursue a new opportunity that aligns with my career goals and aspirations. This was not an easy
decision, as I have greatly valued my experiences, the knowledge gained, and the support provided by the team during my time here.

I am truly grateful for the opportunities for professional and personal development that [Company Name] has provided. I appreciate all the
guidance, encouragement, and support I have received from you and my colleagues.

I am committed to ensuring a smooth transition and will do everything possible to assist in the transfer of my responsibilities before my departure.
Please let me know how I can be of help during this period.

Thank you again for the opportunity to be a part of [Company Name]. I look forward to staying in touch, and I hope our paths cross again in the
future.

Sincerely,
[Your Name]
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