
WRITING A RECOMMENDATION LETTER FOR EMPLOYEE

Do you need to write a reference letter for an employee? Here is a sample employment reference letter to review, and
advice on writing a reference letter.

It is better to not write a recommendation at all than to write one expressing anything less than full confidence
in the employee. I would like to recommend her for admission. She is a team player and would make a great
asset to any organization. Use the template as a guide, but write in your own voice and say what you think is
important. Reference Letter for an Employee Here is an example of a recommendation letter written by a
manager for a former employee. For example, ask HR what their exact title was when they worked in your
team and for how long they stayed. Thanks, [Your name and signature] How to use this reference letter
format: Flesh it out. In addition to writing effective training modules for sales representatives, Sarah assumed
a leadership role in sales meetings, inspiring and motivating other employees. Recommendation Letter for a
Promotion As a manager, you are the best person to endorse one of your employees seeking promotion within
the company. Include specific examples. Especially instances where they showed positive attitude or
knowledge. Muriel went above and beyond in that assignment, as she does in all tasks. If you have any further
questions regarding Paula's ability or this recommendation, please do not hesitate to contact me using the
information on this letterhead. Recommendation Letter from a Manager As a supervisor , you may be asked to
write a recommendation for a current member of your team. Because of her effectiveness, I even gave her
additional responsibilities, including developing a training program for our interns. Use our reference letter
template to shape your own letter of recommendation format. If you know the candidate is applying to be a
medical assistant or a salesperson, you can tailor your letter to mention relevant skills and experience
accordingly. Collect information on the former employee. Be flexible. Here are two examples â€” one is a
letter, and the other is an email. He has an excellent rapport with his co-workers, and they enjoy working with
him.


