I Quit My Job! What Do I Do Now?

It can feel great to leave a job where you have been unhappy and to say, ""Take this job
and shove it!" But don't rush it! Think about what you're doing. Once you have given
notice that you're leaving, it will be hard to change your mind later.

Do you really want to quit? Be sure this is what you want to do before you tell your employer.

1. Explore all of the possibilities in your current situation. There may 4. Research your benefits. How long can you keep your

be a way for you to stay with the same organization, but change medical insurance? Disability? Other benefits? What

your responsibilities, move to a different department or apply for costs are involved?

a new position. AL .
P 5. Evaluate your financial situation. Can you afford to quit

2. Ifpossible, let your employer know why you are dissatisfied before before getting another job?
you decide to quit. If there are things that can be done to change

your situation, be sure to give your supervisor the chance to make 6. After you have done all of the above, consider staying at

your current job until you have found a new one.

iTEm et « Employees who quit before they have a new job may

3. Research the standard procedures for resigning from the company be seen as poor planners by potential employers.
where you work. There may be a requested notice period. Of « It may take you longer than you think to find a new
course, you don't legally have to give them advance notice, but job. You might need the money to support yourself
failure to do so might result in a black mark in your personnel file during your job search.

should you wish to work for the same company in the future.

Should you tell your current boss that you are looking for work?

Yes: Knowing that you are planning to quit will give your employer the opportunity to begin looking
for a replacement and will allow them to plan ahead for your absence. You gain nothing by leaving
a job on bad terms.

No: If you tell them, it will change your relationship. You will probably not be assigned long-term
projects, and you might not get to go to that seminar that you have planned. Your employer may be
upset to learn that you are looking to work elsewhere.

You must weigh the benefits and decide what is best for you and the company.
How do I break the news?
1. Plan to tell your
immediate boss first. ﬂ [ ’
Rather than just >
slipping your| -# :
resignation letter into a

2. Prepare a letter for your employer. Use what you have learned about
company policies. Include the following information in the letter:
 That you will be leaving the company.

* When you will be leaving.
e Whether you would like to continue your healthcare coverage or other

mailbox, set up a benefits and for how long. How you will receive your last paycheck.
meeting where you can personally deliver it to Will you pick it up or should they mail it to you?
your boss. Sometimes the letter will force a * Finally, write something positive about your employment with the
resolution of your dissatisfaction and you company. You don't want to lie, but you could say something such as,
might end up staying with your current "I have learned a lot while working for the XYZ Company," or "I
employer. appreciate your willingness to accommodate my flexible schedule."
@
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I really want to quit, so now what? Don’t burn your bridges!

* You might want or need to use your boss
as a reference for future employers.

* You may be required to give the names of
your former supervisors as part of a job
application.

* Finally, your employer might be in a
position to help you find a new job.

* Do not mention anything on any social
media website about your quitting your
job. Do not write anything negative about
your former employer.

2Quiry

1. Be very careful and thoughtful if your employer attempts to keep you. If Although it might feel great
you truly have decided to quit, it was for a good reason. More money or anew  to tell your boss where they
title might change things for a short while, but chances are you will soon be can put their lousy job,
unhappy again. Remember, you gave your boss a chance to make things right don't. There are several
long before you quit. reasons for this:

2. Don't feel guilty. The company will survive without you.

3. Actresponsibly. Resist the urge to stock up on office supplies or make copies
of personal materials in your last days. Help your boss understand the status
of all of your projects and offer suggestions as to how they can be completed
after you leave.

4. After your boss has accepted your resignation, tell your co-workers that
you are quitting. This will help them plan for your leaving and will ease the
transition for them. It will also ensure that your essential duties are picked up
by someone else.

5. Have a discussion with your boss about whether you should tell significant
clients that you are leaving. If your boss wants you to contact them, be
professional. Simply tell them that you are leaving and the name of the person
to contact if they need assistance. Do not speak unkindly about your employer.

In your job search...

¢ Think about the job that you are leaving. Exactly what didn't you like about it? Clarifying this will help you to avoid getting
into a similar situation in your new job.

* Inyour interviews for new jobs, you probably will be asked why you are leaving your current job. Think about your answer
ahead of time. Do not bad-mouth your current employer. Your new employer will be impressed if you remain loyal to your
former boss. "I'had a great job at XYZ company, but I found that my talents weren't being used in the position I had. This job,
however, matches my abilities and interests."

* Examples of good reasons to give for leaving your last job include:
v No room for advancement in your old position.
v Your salary did not match your responsibilities and job duties.
v/ You wanted to be employed by a more established organization.
v You were concerned that your job wasn't secure, due to the status of the company.
v You weren't challenged by the work assigned to you.

* Be prepared to explain why your reasons for leaving the last job will not cause you to leave the job for which you are applying.
The prospective employer might be worried that you will leave this job for the same reasons.

Internet resources
v , www.businessnewsdaily. com/8048-quit-your-job-quiz.html ~ A quick test to assess whether or not
{ ; it is time to quit your job.
\§ . www.thebalance. com/best-resignation-letter-examples-2063519 -- Sample resignation letters.
r http://jobsearch.about.com/od/howtoquit/tp/quitting-your-job.htm — Great resource.
www.wikihow.com/Quit- Your-Job-Graciously — Twelve steps to quitting your job.
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