
Employee Recommendation for Enhanced Responsibilities 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

To Whom It May Concern, 

I am writing to formally recommend [Employee's Name] for enhanced responsibilities within our 

organization. Having worked closely with [him/her/them] for [duration], I have been consistently 

impressed by [his/her/their] ability to [specific skills or traits]. 

[Employee's Name] has demonstrated exceptional [mention skills related to the new 

responsibilities] and has contributed significantly to our team's success. [He/She/They] has taken 

the initiative on several projects, including [specific project or responsibility], resulting in 

[specific outcome or achievement]. 

Given [his/her/their] strong performance and dedication, I believe that [Employee's Name] is 

more than capable of handling the increased responsibilities associated with [new role or 

position]. [He/She/They] possesses the leadership qualities, creativity, and work ethic that are 

essential for success in this new capacity. 

Please feel free to reach out to me if you require any additional information or further insights 

regarding [Employee's Name]'s qualifications. 

Thank you for considering this recommendation. 

Sincerely, 

[Your Name] 

[Your Position] 


