
Remember, clarity, tact, and professionalism are 
key to a successful departure. If you’re still feeling 
nervous or have any questions about moving into a 
new role, don’t hesitate to contact your recruitment 
consultant at Maxwell Bond. We’re here to help you 
navigate this transition with confidence and support.

Reach out to the team.

0161 359 3280

info@maxwellbond.co.uk

www.maxwellbond.co.uk

When drafting your notice letter, keep it concise and 
to the point. Avoid going into unnecessary details 
and stick to the essential information regarding your 
resignation.

Keep it Short & Sweet

When discussing your resignation with your 
employer, keep your cards close to your chest. While 
it may feel awkward, revealing minimal information 
can prevent unnecessary probing and questions.

Be Strategic in Conversations

Anticipate the questions your employer is likely 
to ask, such as why you’re leaving, where you’re 
going, and salary details. Prepare vague yet polite 
responses to maintain professionalism and avoid 
uncomfortable conversations.

Address Common Questions

Express your willingness to work your notice period 
but also propose flexibility if there’s an opportunity 
for an earlier departure with a thorough handover 
process. This demonstrates your commitment to a 
smooth transition while leaving room for negotiation.

Provide Notice & Offer Flexibility

Regardless of the circumstances, maintain a polite 
and professional demeanour throughout the 
resignation process. Assure your employer that you 
won’t leave them in a lurch and emphasise your 
commitment to completing your responsibilities.

Maintain Politeness & Professionalism

Handing in your notice can be a nerve-wracking 
experience, but with the right approach, you can 
ensure a smooth transition into your new role.

Smooth Transition: 
Best Practices for 
Handing in Notice


