Letter of Recommendation
[Your Name]
[Your Position]
[Company/Organization Name]
[Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
To Whom It May Concern,
I am writing to highly recommend [Candidate’s Name] for [position, program, or opportunity]. I have had the pleasure of working with [him/her/them] for [length of time] at [company/school/organization], where I serve as [your role].
During this time, [Candidate’s Name] consistently demonstrated strong [key skill #1], [key skill #2], and [key skill #3]. One example that stands out is when [he/she/they] [describe a specific achievement or contribution]. This not only highlights [his/her/their] ability to [relevant skill], but also shows [his/her/their] dedication and work ethic.
Beyond technical abilities, [Candidate’s Name] is known for [soft skill, e.g., reliability, leadership, teamwork]. [He/She/They] communicates effectively, works well under pressure, and brings a positive attitude to every task. Colleagues and team members respect [him/her/them] for [specific trait or behavior].
I am confident that [Candidate’s Name] will be a valuable asset to your organization. [He/She/They] has my full recommendation without reservation.
Please feel free to contact me at [email/phone] if you require any additional information.
Sincerely,
[Your Name]

