
Professional Reference Assessment 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a professional reference for [Candidate's Name], who has applied for the 

position of [Job Title] at [Company Name]. I had the pleasure of working with [Candidate's 

Name] at [Your Company Name], where they served as [Candidate's Job Title] from [Start Date] 

to [End Date]. 

Throughout their tenure at [Your Company Name], [Candidate's Name] consistently 

demonstrated exceptional skills in [specific skills or competencies]. They were instrumental in 

[specific achievements or contributions], showcasing their ability to [describe relevant attributes 

such as teamwork, leadership, problem-solving, etc.]. 

Additionally, [Candidate's Name] possesses strong interpersonal skills that enabled them to 

effectively collaborate with colleagues and clients alike. Their punctuality, professionalism, and 

work ethic set a positive example for the team. 

I have no hesitation in recommending [Candidate's Name] for the position at [Company Name]. I 

am confident that they will be a valuable asset to your team. 

If you have any further questions or require additional information, please feel free to contact me 

at [Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


