
Endorsement Letter for [Personal Assistant's 

Name] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

To Whom It May Concern, 

I am writing to wholeheartedly endorse [Personal Assistant's Name] for the position of Personal 

Assistant to the CEO at [Company Name]. Having worked closely with [him/her/them] for 

[duration], I can confidently say that [he/she/they] possesses the skills, dedication, and 

professionalism necessary to excel in this role. 

[Personal Assistant's Name] has consistently demonstrated exceptional organizational and 

communication skills, which are crucial for supporting a busy executive like [CEO's Name]. 

[He/She/They] has a proven track record of managing complex schedules, coordinating 

meetings, and handling confidential information with discretion. Furthermore, [his/her/their] 

proactive approach ensures that tasks are prioritized effectively, allowing the CEO to focus on 

strategic initiatives. 

Beyond [his/her/their] technical abilities, [Personal Assistant's Name] is a team player who 

fosters positive relationships within the workplace. [His/Her/Their] upbeat demeanor and 

problem-solving skills have been invaluable, especially during high-pressure situations. 

In summary, I highly recommend [Personal Assistant's Name] for the Personal Assistant position 

with [Company Name]. [He/She/They] will bring [his/her/their] exceptional abilities and 

unwavering commitment to excellence to support the CEO in achieving the company's goals. 

Should you require any further information, please feel free to contact me at [Your Email] or 

[Your Phone Number]. 



Sincerely, 

[Your Signature] 

[Your Printed Name] 


