[Your Name]
[Your Job Title]
[Your Company Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Recipient’s Name]
[Recipient’s Job Title]
[Recipient’s Company Name]
[Company Address]
[City, State, ZIP Code]
Subject: Reference for [Candidate’s Full Name]
Dear [Recipient’s Name],
I am pleased to provide this reference for [Candidate’s Full Name], who worked under my supervision as [Candidate’s Job Title] at [Company Name] from [Start Date] to [End Date].
During this time, I had the opportunity to closely observe [Candidate’s First Name]’s professional performance, work ethic, and overall contributions to our team. [He/She/They] consistently demonstrated [key skill or quality, e.g., strong leadership, exceptional problem-solving abilities, or outstanding attention to detail], which proved invaluable in achieving our department’s goals.
[Candidate’s First Name] excels in [specific professional skills, e.g., managing multiple projects, fostering positive client relationships, or streamlining operational processes]. Their ability to [describe a specific achievement or example] made a measurable difference to our organization’s success. In addition, [his/her/their] professionalism, adaptability, and collaborative approach made [him/her/them] a respected and trusted member of our team.
I am confident that [Candidate’s First Name] will bring the same level of dedication, expertise, and integrity to any role they undertake. I strongly recommend [him/her/them] for [position or type of role] at your organization.
If you require any additional information, please feel free to contact me at [your phone number] or [your email address].
Sincerely,
[Signature if printed]
[Your Full Name]
[Your Job Title]
[Your Company Name]
Jonathan Reed
Operations Manager
BrightPath Solutions Inc.
452 Elmwood Drive
Chicago, IL 60614
jonathan.reed@brightpath.com
(312) 555-8479
August 13, 2055
[image: C:\Users\user\Downloads\White and Blue Modern Minimalist Blank Page Border A4 Document (1).jpg]Emily Carter
Human Resources Director
GreenTech Innovations
782 Willow Avenue
Seattle, WA 98101
Subject: Reference for Sarah Mitchell
Dear Ms. Carter,
I am pleased to provide this reference for Sarah Mitchell, who worked under my supervision as Project Coordinator at BrightPath Solutions Inc. from March 2050 to June 2054.
During this time, I had the opportunity to closely observe Sarah’s professional performance, work ethic, and overall contributions to our team. She consistently demonstrated strong leadership, exceptional organizational skills, and outstanding attention to detail, which proved invaluable in ensuring our projects were completed on time and within budget.
Sarah excels in coordinating cross-functional teams, managing multiple project timelines, and fostering productive relationships with both clients and vendors. Her ability to streamline communication processes across departments reduced project delays by over 20%, directly improving client satisfaction scores. In addition, her professionalism, adaptability, and positive attitude made her a respected and trusted member of our organization.
I am confident that Sarah will bring the same level of dedication, expertise, and integrity to any role she undertakes. I strongly recommend her for the Project Manager position at your organization.
If you require any additional information, please feel free to contact me at (312) 555-8479 or jonathan.reed@brightpath.com.
Sincerely,
Jonathan Reed
Jonathan Reed
Operations Manager
BrightPath Solutions Inc.
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