Hr Assistant Resignation Letter
John Smith
111 Other Road
Any town
A11 1BB
Mrs. Jean Brown
HR Manager
AA Company
99 Any Street
Any town
A22 8DD
(Date)
Dear Jean
After careful consideration, I have decided to give you formal notice of my resignation from the post of HR Assistant from today’s date.
I understand that I have to give four weeks’ notice of my leave date in line with my contract of employment so my last date of work will be (date). I have some days of accrued annual leave still to take and would prefer to take them during my notice period. Please let me know if this is acceptable.
I am happy to show other staff the work processes that I follow before I leave if you think that this would be a good idea.
I would like to thank you for giving me my first post within HR and for all of your support during my employment. I have been offered a post with extra responsibilities elsewhere and feel that now would be a good time to develop my skills further.
I would like to wish you and the rest of the HR team the very best for the future.
Yours sincerely
John Smith

