Job Reference Letter

Date: [Insert Date]

[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]

To Whom It May Concern,

| am writing to provide a reference for [Employee's Name], who worked under my supervision at
[Company Name] from [Start Date] to [End Date]. During this time, [he/she/they] held the
position of [Employee's Job Title].

[Employee's Name] exhibited exceptional skills in [mention specific skills or attributes],
contributing significantly to our team and projects. [He/She/They] demonstrated qualities such as
[mention qualities like professionalism, work ethic, teamwork, etc.].

| confidently recommend [Employee's Name] for any opportunities they seek to pursue.
[He/She/They] will be a valuable asset to any organization.

If you have any further questions, please feel free to contact me at [Your Contact Information].
Sincerely,
[Your Name]

[Your Job Title]
[Company Name]



