
Date: [Insert Date] 

To Whom It May Concern, 

I am writing to endorse [Employee's Name] for the position of [Position] at [Company Name]. 

During their tenure at [Previous Company Name], I had the pleasure of supervising 

[him/her/them] and can attest to [his/her/their] exceptional skills and work ethic. 

Throughout [his/her/their] time with us, [Employee's Name] consistently demonstrated [specific 

skills or qualities], which contributed significantly to our team's success. [He/She/They] took the 

initiative in [describe specific project or responsibility], showcasing [his/her/their] ability to 

[positive trait]. 

Beyond [his/her/their] professional qualifications, [Employee's Name] possesses a strong sense 

of integrity and a positive attitude that inspires those around [him/her/them]. I have no doubt that 

[he/she/they] will bring the same level of dedication and excellence to your team. 

If you have any further questions or would like to discuss [Employee's Name]'s qualifications in 

more detail, please feel free to reach out to me at [Your Phone Number] or [Your Email 

Address]. 

Thank you for considering this endorsement. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


