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Letter of recommendation sample employment pdf

Students interested in participating in a graduate-level business program will need at least one letter of recommendation. This sample recommendation shows what an undergraduate teacher can write a recommendation for a graduate candidate. Written by someone who knows you well Complements other application materials (e.g., curriculum and essay) Highlights your strengths and/or neutralizes weaknesses such as a low GPAContains specific examples demonstrating the key points of the letterThe
response reflects who you are and avoids contradicting other parts of your applicationRepresent spelling and grammar errors, and signed by the letter writer This letter is written for a candidate who wants to do great business. This sample contains all the key components of a letter of recommendation and serves as a good example of what a business school recommendation should be like. To whom it may interest you: I'm writing to recommend Amy Petty for your business program. As General Manager of Plum
Products, where Amy is currently employed, I interact with her almost daily. I am very familiar with your position in the company and your record of excellence. I also checked with his direct supervisor and other members of the human resources department on his performance before writing this recommendation. Amy joined our human resources department three years ago as human resources secretary. In her first year with Plum Products, Amy worked on an HR project management team that developed a
system to increase employee satisfaction by assigning employees to jobs for which they are best suited. Amy's creative suggestions, which included methods for surveying workers and evaluating workers' productivity, proved invaluable in the development of our system. The results for our organization were measurable - turnover was reduced by 15% in the year after the system was implemented, and 83% of employees reported being more satisfied with their work than in the previous year. On her 18-month
anniversary with Plum Products, Amy was promoted to Human Resources Team Leader. This promotion was a direct result of his contributions to the HR project, as well as his exemplary performance review. As a human resources team leader, Amy plays a vital role in coordinating our administrative functions. She manages a team of five other HR professionals. Their roles involve collaborating with senior management to develop and implement strategies for companies and departments, assign tasks to the HR
team, and resolve team conflicts. Amy's team members look at her for training, and she often serves in a mentoring role. Last year, we changed the organizational structure of our human resources departments. Some of the employees felt natural behavioral resistance to change and presented different levels of disenchantment, disengagement and disorientation. Amy's intuitive nature alerted her to these issues and helped her help help through the process of change. She provided guidance, support, and
training as needed to ensure smoothness of the transition and improve the motivation, morale, satisfaction of other members of her team. I consider Amy a valuable member of our organization and would like to see her have the additional education she needs to progress in her managercareer. I think she would be a good option for your program and would be able to contribute in many ways. Sincerely, Adam Brecker, General Manager of Plum Products, let's examine the reasons why this sample
recommendation letter works. The letter writer defines his connection to Amy, explains why he is qualified to write the recommendation, and confirms Amy's position within the organization. Recommendations should provide specific examples of achievements. This letter does this by mentioning Amy's role and achievements in the HR project. Admissions committees want to see professional growth - this letter shows this mentioning Amy's promotion. Leadership potential and capacity are important, especially for
individuals applying for key business programs. This letter not only states that Amy is in a leadership position, but also provides an example related to her leadership ability. To whom you may be interested: It is with great pleasure and enthusiasm that I am writing to endorse Alice's application to your program. For the past 25 years at Blackmore University, I have been professor of ethics, as well as mentoring many interns and business students. I hope my perspective will be useful to you while evaluating this
exceptional candidate. My first contact with Alice was during the summer of 1997, when she organized a summer conference outside Los Angeles for teenagers interested in communication skills. During the week, Alice presented material with such ease and humor that it set the tone for the whole workshop. His creative ideas for presentations and activities were inventive and fun; they were also surprisingly effective. With participants from various backgrounds, there were often conflicts and occasionally
confrontations. By setting boundaries, Alice was able to respond consistently with respect and compassion. The experience had a profound effect on the participants and, due to Alice's exceptional skill and professionalism, she was invited by many schools to offer similar management workshops. During the time I met Alice, she stood out as a conscious and energetic pioneer in the fields of leadership and management. I have enormous respect for her teaching and leadership skills and i am pleased to work with
her on many occasions. I know Alice's continued interest in programs related to leadership and management development. She instituted many impressive programs for her peers, and it was an honor to consult her on some of these projects. I have the admiration for her work. Your program of it is ideally suited to Alice's needs and talents. It will come to you with the qualities of a natural leader: genuineness, intelligence and integrity. It will also bring your interest in academic research and program development.
Equally important, she would come with an enthusiasm for both learning and networking, as well as a resolute desire to understand new theories and ideas. It's exciting to think about the ways she can contribute to your program. I ask you to consider Alice who is simply the most remarkable young leader I have ever met. Honestly, Professor Aries, St. James Blackmore University Recommendations letters are almost always required as part of the scholarship program or university application process. It is a good
idea to get at least one recommendation from someone who is familiar with your academic performance. This person can talk about your desire to learn, your ability to pick things up quickly, your accomplishments, or anything else that shows you're serious about your education. This sample recommendation letter was written by a teacher to a scholarship applicant and shows how a letter of recommendation should be formatted. To whom you care, I have the privilege of writing in support of my dear friend and
student, Dan Peel. Dan studied in my classroom and lab program for nearly three years, during which I witnessed his tremendous growth and development. This development came not only in the area of realization and business leadership, but also in maturity and character. Dan entered Whitman at age 16, an early high school graduate. At first, he had difficulty accepting his place as a young, less experienced member of the laboratory. But soon, he learned the valuable characteristic of humility and took the
opportunity to learn from his older colleagues and his teachers. Dan quickly learned to manage his time, work in group situations under strict deadlines, and recognize the importance of a strong work ethic, persistence, and intellectual integrity. He became the most valuable member of my team of students and labs, and a role model for his younger colleagues. I recommend Dan to your fellowship program with absolute confidence. He made me proud, as his teacher and friend, and I'm sure he will continue to do
so as he grows up in his business program and beyond. Thanks for the opportunity to correspondence, Sincerely, Dr. Amy Beck, Professor, Whitman A professional recommendation letter is usually written by an employer on behalf of an employee who is looking for other job opportunities. This letter can be very helpful in helping a job seeker secure a specific position. It will be important for the person who writes the letter to know whether their reference is in relation to the specific opening of employment or
whether it is a general letter of recommendation to be on a job search. The most important information to include in a professional recommendation letter is what the author knows the applicant and for how long. It should also detail the employee's past responsibilities, and should highlight their personal skills, skills, and talents. For a letter of recommendation to be effective, the author must frame the candidate in the most favorable light and use specific examples and anecdotes to illustrate and reinforce the
author's argument. Table of Contents While a professional recommendation letter is usually written by an employer, it can also be written by an internship supervisor, a teacher, a teacher, a client, or a colleague. The chosen person should be able to positively reference the candidate's character and suitability for a desired position. If possible, the author should receive a description of the job the candidate is applying for and its requirements so that he can better tool his letter to match the job description. How to
Write (Format) A professional recommendation letter usually follows the standard format of the business letter and should fill in a page. The business letter format requires having a letterhead, which includes the author's name, title and contact information, date and name, title, and contact information of the recipient. If the letter is intended for general use, then the author should renounce the information addressed and put To whom it may interest as his greeting. Following the letterhead and greeting, the general
format begins with an introduction, followed by one or more body paragraphs, and ends with a conclusion and an invitation to a new contact. Introduction The introductory paragraph should briefly describe the author's professional relationship with the candidate and the time they know the candidate. It should also express the intention of the letter, which is to recommend the employee/candidate in question. Example #1 Francis Bacon Manager at Princeton Electric 4123 Blink St Beverly Hills, CA, 90210 April 19,
2017 Joseph Baker CEO Alt Power Associates 6161 Big Plaza Chicago, IL, 66161 Dear Mr. Baker, It is with great pleasure that I write to you on recommendation from Dale Davies for the position of Store Supervisor. This good young man has worked on my team for the last 3 years, and during that time I came to consider him an invaluable asset. The example above is addressed to a specific person in relation to a specific position that the candidate is applying for. When writing a letter on behalf of someone who
is leaving their current job, it is important to detail your reason for leaving (in this example: seeking promotion). Example #2 January 21, 2017 Charles Robertson Bookings &amp; Management at BookerT Productions 4191 Fairville Place Nashville, TN, 61611 For the past two years, Julie Styles has been working as an unpaid intern here at BookerT Productions. Julie proved to be responsible, dedicated and kind. She is more than capable of assimilating and new tasks, and so it is with great enthusiasm that I can
personally recommend it for any position in booking and managing artists. This example is written by someone who served as an internship supervisor. Although it is treated as a general letter of recommendation, it specifically recommends that the candidate be able within the desired field. Body Paragraphs(s) The body of the letter will contain one or more paragraphs describing the functions that the candidate performed as an employee or intern, their positive traits, and any value they added to a team or
company that exceeded their job description. If possible, specific examples should be used to make the recommendation more convincing. An #1 As a junior editor and contributing writer, Charles received many accolades for his work. I remember when his story about the dilapidated local infrastructure gained national coverage and drew attention to a critical issue. Largely due to Charles' concern for his local community and his unwavering research methods, our city became a corner in its history and overcame
the bureaucratic corruption that was hindering development plans. Charles puts long hours in the office and his door is always open. Besides being an excellent writer and editor, he is also a great team leader and a pleasure working with him. Here, the author uses a specific example to highlight the employee's exemplary work and its positive impact on the local community. Example #2 In preparing the contract for this construction project, John and I made a very clear plan and budget. When he and his team
were able to finish the work ahead of schedule and within our agreed budget, I was very impressed. Over the years, I've dealt with many contractors and I can attest that Mr. Travis has shown a level of professionalism that is rarely matched. In this example, a customer describes how the applicant was able to make a plan that both could agree on and deliver services on time and within their budget. A customer, unlike an employer, will only have spent limited time in their relationships with an applicant, so it will
be important that they have many positive things to say about their experience. Conclusion The conclusion should include a summary of the candidate's qualifications, a reaffirmation of the author's recommendation, an invitation for further communication, a formal approval and the signature of the author above the name entered. Example #1 With his excellent communication skills, Mr. Vivekananda will make an invaluable asset to any sales team and he deserves my highest recommendation. Please let me
know if you have any other questions (I can be contacted by email at eroberts@company.us). Greetings Focusing on a highlight this recommendation concludes with a clear indication of the type of value that the candidate has to offer. Example #2 It was a pleasure to have Edward as an employee and I am confident that he will continue to distinguish himself in his next workplace. Please do not hesitate to contact me if you need more information or assistance about Edward's application. Yours Sincerely,
_____________________________________________________________________________________________________________________________________________________________________________________________________________________ Esse tipo de conclusão é mais apropriada para uma carta geral de recomendação, pois descreve o candidato em termos mais gerais. Sample 1 Charles Westfield Owner &amp; Manager, Salty Custom Shirt Design 500 Park Street Salt Lake City,
UT, 89701 April 30, 2017 Wendy Albright Starlight Communications 999 First Avenue Vernon, UT, 77079 Dear Ms. Albright, I am writing this letter to support Stephen Dunham's request for the position of Web Manager &amp; Graphic Designer at Starlight Communications. For over a year, Stephen worked for me making custom t-shirt designs for various companies and individuals. He's a talented designer and a hard worker. Most of the work Stephen did for me was to draw and communicate with clients.
However, he also redesigned the company's website, making it much more visually appealing and easy to use. He is extremely fluent on the web. In addition to updating the company's website, Stephen improved the company logo and designed business cards and business cards and company stops. The workload that brasilamos can be extremely demanding, but Stephen always delivers his work on time and is able to plan his workflow to meet the needs of the company. That's why I give you my highest
recommendation to accept Stephen for this position. In my experience, there aren't many people who are able to hold on under strong pressure to consistently deliver quality results. If you have any other questions about Stephen Dunham's candidacy for the position of Web Manager &amp; Graphic Designer, feel free to contact me. Greetings,
____________CWESTFIELD@EMAIL.COM______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
During this time, he proved to be extremely skilled in all areas of event planning. As a team manager, Mr. Rajid shows the organization, confidence, and professionalism needed to fulfill this leadership role. It maintains a who is always punctual and hardworking. I have consistently received extremely positive feedback from customers about success events he managed, as well as the quality of service provided by our team. If anyone should take credit for these positive reviews, it's Joseph. Having planned events
ranging from small-scale meetings to galas attended by thousands of people, Joseph has the field experience that is needed to plan successful events. One particular contract was the engagement party for a diplomat's daughter. The client had in mind such an ambitious and intricate event in its scope that I thought it was a rather overwhelming prospect. Joseph took over the contract and quickly provided special contractors to help with some of the fanciest details. The event was such a success that it was
featured in a photo from City Life Magazine. We're all sad to see Joseph go and he's going to miss him so much. He has been a model employee and an asset of the company from day one. It is with great pleasure that I write this letter of recommendation on behalf of such a worthy candidate. If you need more information, do not hesitate to contact me. Sincerely,
_________________________________________wendywilson@411events.com_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Inc. 10 Main
Street Charleston, CA, 90208 555-555-5555 tcross@email.com July 12, 2017 George West CEO, West, Inc. 55 Easy Street Umbridge, NY, 50601 Dear Mr. West, I am writing this letter in support of Tracy Keenan's request for the position available in his organization. Tracy has been a secretary here at Cross, Inc. in the last six years. She's been a pleasure working with her and we're all sad to see her go. Through her diligence and hard work, she made herself an irreplaceable presence in the office. I can
assure you that Ms. Keenan proved more than his ability to perform his best in his work. In addition to her ability to follow instructions, organize materials and maintain a busy schedule, Ms. Keenan is always looking for more work to do. It's this desire to always go further, which makes Tracy such a valuable asset. Tracy Keenan will leave a difficult position to fill here, but we all wish her the best as she moves to Umbridge. She has my highest recommendation. If you need more information, please contact me.
Best regards, _____________________________________________________________________________________________________________________________________________________________________________________________________________________________
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