
HOW TO WRITE A RECOMMENDATION FOR AN 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.

While examples, templates, and guidelines are great starting points, always be flexible. Why are they a good
employee? Now, here's the trick when writing an employee recommendation letter. Because of her
effectiveness, I even gave her additional responsibilities, including developing a training program for our
interns. How to Write an Employee Recommendation Letter Write a great employee recommendation letter I
remember the first time I was asked to write an employee recommendation letter. Your former employee or
colleague may be asked about the examples you provided. Conclusion Regardless of your position,
downloading and customizing these free templates and samples is a surefire way to quickly and easily write a
compelling recommendation letter for employment. In the letter, provide specific examples of ways in which
the employee demonstrated various skills. She was the first to take advantage of the knowledge these meetups
offered and implemented it in her own work. Ask the former employee for a copy of the job description. Share
your contact information. By Alison Doyle Updated December 08, Do you need to write a reference letter for
an employee, or do you need to request one to use when you apply for a job? Conclusion You've reached the
end of the employee recommendation letter. Make sure you not only have a copy of the candidate's resume
and qualifications, but also have a list of points that they would like emphasized in the employee
recommendation letter. Are you their manger or a co-worker? The rest is up to the employee. Leia is a delight
to work with â€” a team player with a positive, can-do attitude all the way. It was awful, not because I didn't
think the person was qualified I knew the person to be extraordinarily talented and dedicated to their career ,
but becuase the request meant I was getting old. Write down two-three qualities that characterize this person.
If you can recall specific examples that prove these qualities, put them in your reference letter too. If you agree
to write the letter, you want to make sure it is personalized for the candidate and for the position at hand. I
have known Bianca for 8 years and can confidently say that she is a person of impeccable character. At first
glance, they seem like a completely different animal from a regular recommendation letter, but they are
essentially just a more concise version. Remain positive. Muriel was always willing to offer her assistance and
had an excellent rapport with the many constituents served by our office including clients, employers, and
other professional organizations. Please let me know if you have any further questions. It contains information
on the person's qualities, attributes, and effectiveness on the job, as well as a strong recommendation for future
employment. One of the hallmarks of being old is being asked to write an employee recommendation letter
â€”young whippersnappers asking if you'd mind helping them land their dream job.


