
[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Email Address] 

[Your Phone Number]  

[Date] 

[Recipient Name] 

[Recipient Job Title] 

[Recipient Company] 

[Recipient Address]  

Subject: Professional Reference for [Candidate Name] 

Dear [Recipient Name], 

It is my pleasure to recommend [Candidate Name] for the position of [Job Title] with [Company 

Name]. I have known [Candidate Name] for [Number] years in my capacity as [Your Relation to 

Candidate, e.g., Supervisor] at [Previous Company]. 

During their tenure, [Candidate Name] demonstrated exceptional leadership and strategic 

thinking. They successfully managed a team of [Number] employees, overseeing [Key Projects 

or Responsibilities]. One of their most significant achievements was [Brief Mention of a Specific 

Accomplishment], which resulted in [Specific Result/Impact]. 

Beyond their technical expertise, [Candidate Name] possesses excellent communication skills 

and the ability to resolve complex operational issues. They foster a collaborative work 

environment and are highly skilled at mentoring staff to reach their full potential. 

I am confident that [Candidate Name] would be a valuable asset to your management team. Their 

dedication, professionalism, and proven track record make them an ideal candidate for this role. 

Please feel free to contact me if you require any further information regarding [Candidate 

Name]'s qualifications or experience. 

Sincerely, 

[Signature (if sending by mail)] 

[Your Printed Name]  


