Enterprising Recruitment – Accepting An Offer

Introduction
 

Resigning from your present employer can be a stressful experience.  You have worked with these people – you may even consider them your friends.  However, changing jobs is a routine part of every career.  Nobody enjoys the resignation process, but we feel better once it’s over.  

The Resignation Letter

The written letter gives you time to prepare what you wish to communicate, and gives you greater control over the process.  It may well be a contractual requirement too.  You can’t be thrown by an unexpected remark as can happen during a conversation.  The letter should go a long way to ensuring your smooth transition into a new position. 

The Letter Format

The simplest letter will contain the bare essentials – the person to whom the letter is addressed, notification of resignation, the date from when it is effective, and your signature.  Make sure you address the letter to the right person.  However, if you are leaving under good circumstances, it is generally best to put more into the letter, which will hopefully pave the way for a good reference from your ex-employer, as laid out below.  Also, you may have dealings with these people in the future.
This style is professional and polite, firmly notifying your employer of your resignation, and should help you to part on the best terms possible. Try and aid the transition by using your notice period for the handover of any work in progress to colleagues, and completing unfinished tasks. Be as co-operative as possible, making sure your manager knows you have assisted with the process.

Template Letter

Dear            

I am resigning from my position with (company name).  As per section             of my contract of employment, I am giving ________ months / weeks notice.
I want to thank you for all that you have done for me in my employment.  It has been enjoyable working with you and representing the company.  It is now time for me to move on and I have accepted a position with another company.  This decision has not been an easy one and took a lot of consideration.  However, I am fully confident that this new role represents a positive move towards fulfilling my career ambitions.  I ask you to respect my decision.
I wish the company continued success and once again, would like to thank you for allowing me to be part of your team.  If there is anything I can do in aiding a smooth transition of responsibilities, please let me know.

Yours sincerely
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Settlement
Finally, it is time to negotiate a fair settlement for any salary / commission / bonus payments that may be outstanding.  Also, you need to negotiate a release date so you can inform your new employers when you will be joining them.  Your company may consider releasing you early in lieu of any salary or bonus payments due.  Check your contract carefully – be firm but fair – however it is the company’s decision whether they release you early.  
Counter Offer

Your current employer will not like disruption.  If you are doing a good job, they will want to keep you, and may attempt to do so with a counter offer.  Even though you have accepted a job elsewhere, they may try to convince you that you have made a mistake.  These can be made in a variety of ways: 
· "We have plans for you that have been scheduled for implementation the first of next month. I guess it’s my fault for not telling you." 
· "We will match your new offer. This was supposed to go into effect the first of the next quarter anyway, but because of your record, we’ll start it on the first of the month." 

Reasons for not accepting a counter offer

1) Statistics show that if you accept a counter offer, it is likely that you will be back on the job market within 6 months, but in a weaker position.

2) The reasons that caused you to consider a change will probably come back and haunt you in the future – has anything really changed?
3) Your company has waited until you threatened to resign before agreeing to give you what you want.  Do they really think you are worth it?

4) Where is the money for the counter offer coming from? Could it just be an advance on your next rise? Are you ever likely to get another rise again?

5) Your employer is now aware that you are unhappy. From this day on, your loyalty will always be in question.  Colleagues may also be resentful.
6) When promotion time comes around, your employer will remember who was loyal and who was not.  When times get tough and they make cutbacks, people with inflated salaries and a perceived lack of commitment will be the first to go.

7) Your company is likely to begin looking for your replacement immediately, in case you decide to resign again.

It may be worth noting that surveys show; eight out of ten employees who accept counter offers don’t complete the following year with their employer.  

Companies make counter offers for their own benefit – not yours.  The best response to a counter offer, is to listen politely and decline there and then, rejecting the opportunity of 'sleeping on the idea.' 
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