
Dear [Assistant's Name], 

I hope this message finds you well. I am writing to express my heartfelt appreciation for the 

incredible hard work and dedication you have shown in your role as my personal assistant. 

Your attention to detail, organizational skills, and proactive approach have made a significant 

difference in my day-to-day activities. I truly value the effort you put into ensuring that 

everything runs smoothly and efficiently. 

Thank you for always being reliable and for going above and beyond to support me. Your 

contributions do not go unnoticed, and I am genuinely grateful to have you on my team. 

Looking forward to more successful days ahead together! 

Warmest regards, 

[Your Name] 

[Your Position] 


