
Job Reference Letter Template
[Your Name]
[Street Address]
[City, ST  ZIP Code]
[Date]September 4, 2019
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST  ZIP Code]
Dear[Recipient Name]:
Trey Research employed Stephanie Bourne full-time as a senior editor. For more than four years she managed the content and delivery of our monthly internal newsletter. Her recent layoff was the direct result of an initiative at Trey Research to downsize during this slow economic quarter. Last month, Trey Research closed its editorial department indefinitely.
Stephanie is an intelligent and motivated individual. She is more than capable of managing a small group of people. As senior editor, Stephanie recruited and managed one writer and one copyeditor. With the help of this team, she produced a high-quality newsletter every month and never missed a deadline.
As part of her former responsibilities, Stephanie interviewed competitors in our sector and developed reports on new technologies and areas for growth. Peers in my field would often tell me that Stephanie was interesting to talk to and wrote credible content that accurately reflected their feedback. I believe that developing quality relationships with industry competitors is the responsibility of each Trey Research employee, and Stephanie’s consistent contributions to that end are an excellent case in point. 
If you would like additional information about Stephanie, you can telephone me at (425) 555-0156.
Sincerely,
[Your Name]
[Title]
[Date]
[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
Dear [Recipient Name],
I am writing to formally recommend [Employee Name], who worked with [Your Company Name] as a [Job Title] from [Start Date] to [End Date]. During this time, I had the pleasure of supervising and collaborating closely with them, and I can confidently attest to their strong work ethic, professionalism, and consistent contributions to our team.
Throughout their employment, [Employee Name] demonstrated exceptional abilities in [key responsibilities—e.g., project coordination, customer service, administrative support, data management, team leadership]. They consistently delivered high-quality work, met deadlines, and took initiative to solve problems effectively. Their ability to handle [specific tasks or challenges] made them an invaluable member of our team.
Some notable achievements include:
• [Achievement #1—include metric if possible, e.g., “Increased customer satisfaction scores by 15%.”]
• [Achievement #2—e.g., “Implemented a new filing system that reduced retrieval time by 40%.”]
• [Achievement #3—e.g., “Successfully managed scheduling for a 30-person department with zero errors.”]
Beyond their technical skills, [Employee Name] is a reliable, motivated, and collaborative professional. They communicate clearly, adapt quickly to new situations, and foster a positive working environment. Their dedication and integrity made them highly respected among colleagues and clients alike.
I am confident that [Employee Name] will bring the same level of excellence, commitment, and professionalism to any organization. They have my full support for any position that aligns with their skills and experience.
If you require any additional information, please feel free to contact me at [Your Phone Number] or [Your Email Address].
Sincerely,
[Your Name]
[Your Job Title]
[Company Name]
[Phone Number]
[Email Address]
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