Subject: Recommendation for Laura Woods


Dear Ms. Lee,

It is my pleasure to recommend Laura Woods for employment with your organization. I have known Laura for over two years during which time she worked as a communications assistant in my office.

I have been consistently impressed with Laura's attitude and productivity during the time that she has worked in the office.

Laura is both very bright and quite motivated. I am confident that she will devote herself to a position with your organization with a high degree of diligence. She is a quick learner and has shown the ability to digest large volumes of information. Ms. Woods has demonstrated the ability to articulate information and ideas in both the verbal and written forms.

Laura has also been effective in her efforts to engage the media we outreach to. She has been able to write interesting press releases and articles and convince editors to publish those pieces. Ms. Woods is willing to take risks. She will reach out to people and involve them with projects. I particularly appreciate Laura's willingness to take initiative to help the office serve its constituents more fully.

I recommend Ms. Woods without reservation. I am confident that she will establish productive relationships with your staff and constituents. Please let me know if you have need for additional information about this outstanding young woman.

Sincerely,


[bookmark: _GoBack]Raymond Rodriguez
Manager 
ABCD Company 
818-580-5888 
raymond.rodriguez@abcd.com	

Employee Reference Letter (Sample)

[Your Name]
[Your Job Title]
[Company/Organization Name]
[Company Address]
[City, State, ZIP Code]
[Email Address] | [Phone Number]
[Date]
To Whom It May Concern,
I am writing to provide a professional reference for [Employee’s Full Name], who was employed with [Company/Organization Name] as a [Employee’s Job Title] from [Start Date] to [End Date or “present”].
During their tenure with our organization, [Employee’s First Name] consistently demonstrated a strong work ethic, reliability, and a high level of professionalism. Their responsibilities included [briefly describe key duties or areas of responsibility], and they performed these duties with diligence and attention to detail.
One of [Employee’s First Name]’s greatest strengths is [specific skill or quality, e.g., problem-solving, communication, leadership, teamwork]. For example, [brief example or achievement that highlights this strength]. Their ability to work independently as well as collaborate effectively with colleagues made them a valuable member of our team.
In addition to their technical and professional skills, [Employee’s First Name] is a person of integrity and positive character. They consistently demonstrated respect, accountability, and a willingness to go above and beyond expectations. Their attitude and conduct contributed positively to our workplace culture.
I am confident that [Employee’s Full Name] will be an asset to any organization or institution they choose to join. I recommend them without hesitation and believe they will continue to succeed in future endeavors.
Please feel free to contact me at [your phone number] or [your email address] if you require any additional information.
Sincerely,
[Your Full Name]
[Your Job Title]
[Company/Organization Name]
www.pharmapplicants.com
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