
How to Resign Professionally 

Resigning from a job is a significant career step, and handling it professionally is crucial. 

Whether you are leaving for a new opportunity, seeking career growth, or making a personal 

decision, following the appropriate resignation process will help maintain a positive 

relationship with your current employer and protect your professional reputation. 

Preparing to Resign 

Before formally submitting your resignation, ensure that you have considered all factors, 

including your new role, contractual obligations, and potential counteroffers. Once you have 

made your decision, it is important to handle the resignation process with professionalism and 

courtesy. 

Communicating Your Resignation 

1. Schedule a Meeting with Your Manager: Arrange a private meeting with your direct 

supervisor to discuss your decision before submitting a formal resignation letter. This 

demonstrates respect and allows for an open conversation regarding the transition. 

2. Maintain a Professional and Gracious Tone: 

• Express gratitude for the opportunities and experiences gained in your role. 

• Remain positive and constructive, regardless of your reasons for leaving. 

• Offer to support a smooth transition, such as assisting with handovers or training your 

replacement. 

3. Avoid Burning Bridges: Your professional network is valuable, and maintaining good 

relationships with former colleagues and employers can benefit you in the future. Even if 

your experience has been challenging, it is best to leave on a positive note. 

Submitting a Formal Resignation Letter 

Once you have informed your manager, provide a formal resignation letter. This document 

should be professional, concise, and include the following key elements: 

• Your Name and Date 

• Your Position and Department 

• A Statement of Resignation 

• Your Final Working Day (as per your notice period) 

• A Brief Expression of Gratitude (if applicable) 

• A Willingness to Assist with the Transition (if appropriate) 

Considering a Counteroffer 

If your employer presents a counteroffer, carefully evaluate it. Consider whether staying 

aligns with your long-term career goals and if the factors prompting your resignation will 

truly change. Avoid making a hasty decision based on salary alone—workplace environment, 

career progression, and job satisfaction should also be key considerations. 



Working Through Your Notice Period 

• Review Your Notice Period: Check your contract for the required notice period and 

adhere to it unless otherwise agreed upon. 

• Maintain Productivity: Continue to perform your duties to the best of your ability, 

demonstrating professionalism until your final day. 

• Prepare for a Smooth Handover: Document key tasks, projects, and responsibilities 

to ensure a seamless transition for your team and successor. 

• Maintain Professionalism: Refrain from negative discussions about the company, 

colleagues, or leadership. Your final impression is just as important as your first. 

Understanding Gardening Leave 

Depending on your role and industry, you may be placed on ‘gardening leave,’ where you are 

required to stay away from work while still being employed and paid. This is often used in 

roles involving sensitive information, particularly if you are moving to a competitor. 

Final Thoughts 

Leaving a job is a normal part of career progression. Do not feel guilty about resigning—

career growth requires change. By handling your resignation professionally and ethically, you 

will leave on good terms, maintain your professional reputation, and keep doors open for 

future opportunities. 

By following these best practices, you ensure that your resignation is handled with integrity 

and professionalism, setting the stage for a successful transition into your next role. 
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