
Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a positive reference for [Employee's Name], who worked in my team at 

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

[Employee's Name] consistently demonstrated exceptional skills and a strong work ethic. 

[Employee's Name] was responsible for [describe specific tasks or responsibilities], and they 

excelled in their ability to [mention specific skills or qualities, e.g., problem-solving, teamwork, 

leadership]. Their contribution was invaluable, and they significantly helped in achieving our 

team goals. 

One of the highlights of [Employee's Name]'s tenure was [mention a specific project or 

achievement]. This showcased not only their technical expertise but also their ability to work 

under pressure and meet tight deadlines. 

I have no doubt that [Employee's Name] will bring the same level of dedication and excellence to 

any future role. I highly recommend [him/her/them] for any opportunities [he/she/they] may 

pursue. 

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

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

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


