Date: [Date]

To: [Recipient Name/Hiring Committee]
Title: [Recipient Job Title]
Organization: [Company Name]

Subject: Letter of Recommendation for [Candidate Name]
Dear [Mr./Ms./Mx. Last Name],

It is my distinct pleasure to recommend [Candidate Name] for the position of [Job Title] at [New
Organization]. As the [Your Title] at [ Your Company], I have worked closely with [Candidate
Name] for [Number] years, during which they served as our [Candidate's Current/Former Title].

[Candidate Name] is a visionary leader who defines executive-level customer service excellence.
They possess a unique ability to transform complex service challenges into streamlined, high-
performance operations. During their tenure, they successfully [mention a specific achievement,
e.g., increased customer satisfaction scores by 30% or implemented a global CRM strategy],
which directly contributed to our organizational growth.

What sets [Candidate Name] apart is their commitment to a "customer-first" culture. They do not
simply manage a department; they inspire their team to exceed expectations through mentorship
and data-driven decision-making. Their expertise in [mention skills, e.g., conflict resolution,
strategic planning, or digital transformation] makes them an invaluable asset to any executive
leadership team.

Beyond their technical proficiency, [Candidate Name] acts with the highest level of integrity and
professionalism. They are a collaborative communicator who effectively bridges the gap between
frontline staff and C-suite stakeholders.

I give [Candidate Name] my highest recommendation without reservation. I am confident they
will bring the same level of dedication and excellence to your organization as they did to ours.

Sincerely,

[Your Signature]

[Your Printed Name]
[Your Professional Title]
[Your Email Address]
[Your Phone Number]



