Kathleen R. Joseph, CNA
132 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Brielle K. Naughton
Manager, HR
ABC Family Health Clinic
123 Main Street
Suite B
Columbus, OH 43266
March 1, 2014
Dear Ms. Naughton,
I am sending this letter to inform you of my upcoming resignation from my position as Certified Nursing Assistant at ABC Family Health Clinic. I have many different family matters to attend to in the coming months and I feel that it would be in the best interest of all parties if I were to step back from work indefinitely. My last day of work will be March 15, 2014, so please accept this letter as my official two weeks’ notice of resignation. I truly regret any inconvenience that this may cause to ABC Family Health Clinic and will put forth every effort to diminish stress in the transition.
I will be completing all pending work in my last two weeks and would be happy to assist with prepping a replacement to take over my duties. If you would like to discuss this with me further, please feel free to contact me. My home phone number is (555)555-5555 and my email address is [email] I look forward to hearing from you.
I am grateful to ABC Family Health Clinic for all of the excellent experience and opportunities I have gained while working there and will regret leaving. I wish you all every success and hope that our paths might cross again some day. Thank you for your understanding and cooperation.
Yours sincerely,
Kathleen Joseph
Kathleen R. Joseph, CNA
