
Job Application Reference for Promotion 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a reference for [Employee's Name], who is applying for the [Position 

Title] promotion within our organization. I have had the pleasure of working with [Employee's 

Name] for [Duration] in the capacity of [Your Position] at [Company Name]. 

[Employee's Name] has consistently demonstrated exceptional levels of performance, 

commitment, and professionalism in their role as [Current Job Title]. [He/She/They] has taken 

on additional responsibilities such as [List Responsibilities or Projects], showcasing 

[his/her/their] ability to lead and succeed in higher-level tasks. 

Moreover, [Employee's Name] possesses excellent interpersonal and communication skills. 

[His/Her/Their] collaborative spirit and willingness to support colleagues enhance our team 

dynamics significantly. I am confident that [he/she/they] will excel in the [Position Title] role 

and continue to contribute to our team's success. 

If you require any further information or specific examples of [Employee's Name]'s 

achievements, please feel free to contact me at [Your Phone Number] or [Your Email Address]. I 

wholeheartedly endorse [his/her/their] application for this promotion. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Your Phone Number] 

[Your Email Address] 


