Testimonial Letter

Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to wholeheartedly recommend [Personal Assistant's Name] for their exceptional
performance as my personal assistant during my tenure as CEO at [Company Name]. Over the
past [duration], [he/she/they] have demonstrated remarkable organizational skills, attention to
detail, and a high level of professionalism that has greatly contributed to my productivity and the
efficiency of our executive team.

[Personal Assistant's Name] has consistently managed a complex schedule, coordinated high-
stakes meetings, and ensured that all communications ran smoothly. [He/She/They] have a keen
ability to prioritize tasks and anticipate my needs, often going above and beyond to ensure that
everything is in place for our team to succeed.

Moreover, [his/her/their] interpersonal skills have fostered positive relationships within the
organization and among external partners. [He/She/They] handle stressful situations with grace
and exhibit a calm demeanor that reassures those around [him/her/them].

In conclusion, | have no hesitation in recommending [Personal Assistant's Name] for any future
opportunities. [His/Her/Their] proactive approach, loyalty, and dedication would be an asset to
any executive in a dynamic business environment.

Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



