
Reference Letter for [Employee's Name] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

To Whom It May Concern, 

I am writing to provide a reference for [Employee's Name], who is applying for a position in 

public relations. I have had the pleasure of working with [him/her/them] at [Your Company] for 

[duration] where [he/she/they] held the position of [Employee's Position]. 

During [his/her/their] time with us, [Employee's Name] demonstrated outstanding skills in 

communication and a remarkable ability to manage public relations campaigns effectively. 

[He/She/They] worked on several initiatives, including [specific projects or responsibilities], and 

consistently produced excellent results. 

[Employee's Name] possesses strong interpersonal skills, enabling [him/her/them] to build 

rapport with clients and stakeholders. [His/Her/Their] creativity and strategic thinking allowed 

[him/her/them] to develop compelling press materials and engage media effectively. 

In addition to [his/her/their] technical skills, [Employee's Name] is a dedicated and reliable team 

member. [He/She/They] is always willing to lend a hand, and [his/her/their] positive attitude 

contributes significantly to team morale. 

I highly recommend [Employee's Name] for any public relations position. [He/She/They] will 

undoubtedly bring the same level of enthusiasm, professionalism, and dedication to your 

organization as [he/she/they] did in ours. 

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

[Your Email Address]. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


