
Employee Recommendation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

Dear [Recipient Name], 

I am pleased to write this letter of recommendation for [Employee Name] who is applying for the 

position of [Leadership Position] within your organization. During [his/her/their] time at [Your 

Company], I had the pleasure of working closely with [him/her/them] and have been consistently 

impressed by [his/her/their] leadership skills and commitment to excellence. 

[Employee Name] has successfully led several projects, demonstrating an exceptional ability to 

motivate and guide team members towards achieving common goals. [He/She/They] exhibits a 

strong strategic vision that has not only advanced our initiatives but has also fostered a 

collaborative environment within our team. 

Moreover, [his/her/their] outstanding communication skills enable [him/her/them] to effectively 

convey ideas and facilitate discussions at all levels. [Employee Name] is also known for 

[his/her/their] strong work ethic and dedication, consistently putting in the extra effort to ensure 

project success. 

I believe that [Employee Name] would be an excellent fit for the [Leadership Position] at your 

company. [He/She/They] possesses the qualities and experience necessary to make a significant 

positive impact on your team. 

If you have any further questions, please feel free to contact me at [Your Phone Number] or 

[Your Email Address]. I wholeheartedly recommend [Employee Name] for this position, and I 

am confident that [he/she/they] will exceed your expectations. 

Thank you for considering this recommendation. 

Sincerely, 

[Your Name] 


