
Letter of Recommendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to recommend [Student's Name] for the position of Administrative Assistant at 

[Department/Office Name] on campus. I have had the pleasure of working with [Student's 

Name] in my capacity as [Your Position] at [Your Institution] for [Duration]. 

[Student's Name] has consistently demonstrated a strong work ethic, exceptional organizational 

skills, and a proactive attitude. Their ability to manage multiple tasks efficiently has been evident 

in their role as [Previous Position/Role of the Student], where they [Brief Description of 

Responsibilities]. 

Furthermore, [Student's Name] possesses excellent communication skills, both written and 

verbal, which will serve them well in assisting faculty, staff, and students effectively. Their 

attention to detail and willingness to learn and adapt makes them an ideal candidate for this 

position. 

I have no doubt that [Student's Name] will bring the same dedication and professionalism to the 

Administrative Assistant position, and I wholeheartedly endorse their application. Please feel 

free to contact me at [Your Phone Number] or [Your Email Address] if you require any further 

information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution] 


