
Letter of Validation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to formally validate the qualifications and competencies of [Candidate's Name] for 

the position of Personal Assistant to our CEO, [CEO's Name]. After thorough review and 

assessment, I can confidently endorse [his/her/their] application. 

[Candidate's Name] has demonstrated exceptional organizational skills, attention to detail, and a 

strong understanding of corporate operations. [He/She/They] possesses excellent communication 

skills and has shown the ability to handle multiple tasks in a fast-paced environment. 

[His/Her/Their] proactive approach and discretion when dealing with confidential information 

make [him/her/them] an ideal candidate for this role. 

Throughout the interview process, [Candidate's Name] exhibited professionalism and a genuine 

enthusiasm for supporting our CEO in achieving operational excellence. I have no doubt that 

[he/she/they] will be a valuable asset to our team. 

If you require further information or specific examples of [Candidate's Name]'s qualifications, 

please do not hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for considering this endorsement. I look forward to the opportunity to work with 

[Candidate's Name] in the near future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


