Dear Hiring Manager,

I am writing to formally recommend [Candidate Name] for the Entry-Level Benefits Coordinator
position at [Company Name]. Having supervised [Candidate Name] during [his/her/their] time as
a [Job Title/Intern] at [ Y our Organization], I am confident in [his/her/their] ability to manage
complex administrative tasks and support your HR department.

During [his/her/their] tenure, [Candidate Name] demonstrated a high level of attention to detail
and a strong commitment to accuracy. These qualities were particularly evident when
[he/she/they] assisted with [Specific Project or Task, e.g., processing enrollment forms or
updating employee databases]. [Candidate Name] possesses the analytical skills necessary to
interpret benefit plans and the interpersonal skills required to explain these options to employees
clearly and compassionately.

Beyond technical proficiency, [Candidate Name] is a reliable professional who maintains strict
confidentiality regarding sensitive employee information. [He/She/They] consistently met
deadlines and handled high-pressure situations with a positive and helpful attitude.

I highly recommend [Candidate Name] for this role. I believe [his/her/their] organizational skills
and dedication to employee service make [him/her/them] an excellent fit for your team. Please
feel free to contact me if you require any further information.

Sincerely,

[Your Name]

[Your Job Title]
[Your Company]|
[Your Email Address]
[Your Phone Number]



