
Date: [Insert Date] 

To Whom It May Concern, 

I am writing to recommend [Name] for the position of Graduate Assistant in Administration at 

[University/Department]. I have had the pleasure of working with [Name] for [duration] in the 

capacity of [Your Position] at [Your Institution/Organization], where [he/she/they] has 

consistently demonstrated exceptional skills and dedication. 

During [his/her/their] time with us, [Name] has displayed outstanding organizational abilities and 

a strong commitment to excellence. [He/She/They] has contributed to [specific project or task], 

showcasing [his/her/their] ability to manage responsibilities effectively while collaborating with 

team members. 

[Name] possesses excellent communication skills and has a natural talent for engaging with 

diverse groups of people. [His/Her/Their] ability to handle administrative tasks with efficiency 

and professionalism makes [him/her/them] an ideal candidate for this position. 

I am confident that [Name]'s motivation, work ethic, and passion for administration will greatly 

benefit your team. I highly recommend [him/her/them] for the Graduate Assistantship position 

without reservation. 

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

[Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution/Organization] 


