
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Employer's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Employer's Name], 

I am writing to provide a personal reference for [Applicant's Name] who is applying for the [Job 

Title] position at your company. I have known [Applicant's Name] for [duration of time] and can 

confidently say that they are an exceptional candidate. 

[Applicant's Name] possesses remarkable skills in [mention relevant skills or qualities related to 

the job]. They have a strong work ethic and consistently demonstrate their ability to [mention 

specific examples of achievements or responsibilities]. 

In addition to their professional capabilities, [Applicant's Name] has excellent interpersonal 

skills. They are a team player who genuinely cares about their colleagues and contributes 

positively to group dynamics. 

I highly recommend [Applicant's Name] for the [Job Title] position without any reservations. I 

believe they will be a valuable asset to your team. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] should you require any further information. 

Thank you for considering this reference. 

Sincerely, 

[Your Name] 


