
Professional Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to wholeheartedly recommend [Applicant's Name] for the position of [Job Title] at 

[Company Name]. I have had the pleasure of working with [Applicant's Name] for [duration] at 

[Your Company Name], where [he/she/they] held the position of [Applicant's Position]. 

[Applicant's Name] has consistently demonstrated [mention specific skills, attributes, or 

experiences]. [He/She/They] is a [positive adjective] professional who approaches challenges 

with [mention work ethic or attitude]. During [his/her/their] time with us, [he/she/they] 

successfully [mention specific achievement]. 

I strongly believe that [Applicant's Name] will be a valuable asset to your team. I am confident 

that [his/her/their] skills and dedication will help [Company Name] achieve its goals. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] if you would 

like to discuss [Applicant's Name]'s qualifications further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


