
Job Title Elevation Recommendation 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Recommendation for Job Title Elevation 

Dear [Manager's Name], 

I am writing to formally recommend [Colleague's Name] for elevation in job title to [New Job 

Title]. Over the past [duration], [Colleague's Name] has consistently demonstrated exceptional 

skills and a strong commitment to our team. 

During their tenure, [Colleague's Name] has achieved [mention specific accomplishments or 

contributions], showcasing their ability to excel and take on increased responsibilities. 

I believe that elevating [Colleague's Name] to [New Job Title] will not only recognize their hard 

work but also motivate them and others in the team to pursue excellence. 

Thank you for considering this recommendation. I am confident that [Colleague's Name] will 

continue to contribute positively in their new role. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


