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Obtain Work Experience Letters on the Letterheads of Your Companies 
(Sample Format) 

 
Ref No: _________________           Date: ________________ 

                         

 Professional Letter of Recommendation 

 

I am pleased to provide this letter of recommendation for [Employee Name], who worked as 

[Employee’s Job Title] at [Company Name] from [Start Date] to [End Date]. During this period, 

[Employee Name] consistently exhibited outstanding performance, professionalism, and dedication. 

In [his/her] role, [Employee Name] was responsible for [mention key responsibilities], consistently 

delivering high-quality results. [Employee Name] has exceptional [skills—e.g., analytical, leadership, 

technical], which enabled [him/her] to handle complex tasks efficiently. [He/She] was particularly 

instrumental in [mention a key achievement or project], demonstrating excellent problem-solving and 

strategic thinking abilities. 

Moreover, [Employee Name] is a natural leader who works well with team members and clients alike. 

[His/Her] strong interpersonal skills and ability to collaborate across departments contributed significantly 

to our success. [Employee Name] is dependable, detail-oriented, and adaptable in fast-paced 

environments, always meeting deadlines and maintaining a high standard of work. 

I am confident that [Employee Name] will continue to thrive in future endeavors and strongly recommend 

[him/her] for any professional opportunity. Please feel free to contact me at [Phone Number] or [Email 

Address] should you require further information. 

Sincerely, 

[Manager Name] 

[ Job Title] 

[Company Name] 

[Phone Number] 

[Email Address] 

Seal & Signature  

 

Company Seal 




