Employee Recommendation Letter
[Your Name]
[Your Street Address]
[Your City, State/Province, ZIP Code, Country]
[Phone Number]
[Your Email Address]
[Today's Date]
[Recipient Organization Name]
[Company Street Address]
[Company City, State/Province, ZIP Code, Country]
Dear Mr./Ms. [Recipient's Last Name],
It's with great enthusiasm that I recommend [Employee Name] for the position of [Position Name] at [Company Name]. I've worked with [Employee Name] for over [X] years in the [Department Name].
Over that time, it became clear early on that [Employee Name] was a diligent, quick learner with real upward potential. [He/She] consistently showed initiative and a genuine ability to innovate. [His/Her] skill in [relevant skills] allowed [him/her] to [specific achievements], which made a real difference toward our company's goals.
I can confidently recommend [Employee's First Name] for the [Position] role at [Company Name]. I have no doubt [he/she] will do well at your company.
Sincerely,
[Signature]
[Your Name]
[Your Job Title]
