
Character Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a character reference for [Team Member's Name], who has been a valued 

member of our team at [Company Name] for [Duration]. During this time, I have had the 

pleasure of working closely with [him/her/them] on various projects, and I can confidently say 

that [he/she/they] possess a remarkable set of qualities that make [him/her/them] an outstanding 

team member. 

[Team Member's Name] is known for [his/her/their] exceptional work ethic, reliability, and 

strong communication skills. [He/She/They] consistently demonstrates a positive attitude, even 

in challenging situations, and has earned the respect and trust of fellow team members. 

One particular instance that stands out is when [describe a specific situation or project that 

highlights the individual's strengths]. This experience showcased [his/her/their] ability to 

[include relevant skills or traits], which ultimately contributed to our team's success. 

In addition to [his/her/their] professional skills, [Team Member's Name] is a great team player. 

[He/She/They] genuinely cares about the well-being of others and is always willing to lend 

support or guidance when needed. [His/Her/Their] ability to build strong relationships within our 

team has had a positive impact on our overall morale. 

I am confident that [Team Member's Name] will be an asset to any team or organization 

[he/she/they] chooses to join. I highly recommend [him/her/them] without reservation. 

If you have any further questions or require additional information, please feel free to contact me 

at [Your Email] or [Your Phone Number]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


