
Office Clerk Resignation Letter 

Mr Joe Bloggs 

1 High Street 

Sometown 

X1 2YZ 

Mrs J Smith 

Senior Supervisor 

ABC Solutions 

147 The Street 

Anytown 

Z9 8YX 

(Date) 

Dear Mrs Smith 

I would like you to accept my resignation from my role 

as Office Clerk. From the date of this letter I give you one 

calendar month notice as per my employment contract. 

Therefore, my last day of employment will be (enter 

date). I have received a job proposition from (enter 

company) and after careful consideration it seems to be 

the right career move for me. 



Thank you for the opportunities and experiences you 

have allowed me to gain whilst in your employment. 

Your guidance and support have been appreciated. I 

wish you and your staff all the best for the future. 

Yours faithfully (Sign) 

(Your name) 


