
Employment Reference Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To Whom It May Concern, 

I am pleased to write this reference letter for [Employee's Name], who worked with us at [Your 

Company] as a [Employee's Position] from [Start Date] to [End Date]. During this time, I had the 

pleasure of supervising [him/her/them] and witnessing [his/her/their] growth as a professional. 

[Employee's Name] demonstrated exceptional skills in [specific skills related to the job or 

industry], and consistently exceeded our expectations. [He/She/They] was instrumental in 

[mention any significant projects or contributions], which resulted in [mention outcome, e.g., 

increased efficiency, revenue growth, etc.]. 

Moreover, [Employee's Name] possesses strong interpersonal skills, making [him/her/them] a 

favorite among colleagues and clients alike. [His/Her/Their] ability to work collaboratively and 

maintain a positive attitude was a significant asset to our team. 

I highly recommend [Employee's Name] for any opportunities [he/she/they] may pursue. I am 

confident that [he/she/they] will be a valuable addition to any organization. 

If you have any questions or need further information, please feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


