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Last updated on November 19, 2022 - Free-Sample-Letter.com A letter of recommendation is a document you may be asked to prepare for someone who is applying for a job, internal position, or volunteering opportunity. Theyre also key in winning awards and fellowships. A positive recommendation letter for a management job should highlight the
applicant's ability to lead and motivate team members, as well as their capacity to develop and implement effective strategies. The letter should also emphasize the applicant's interpersonal skills and ability to create a positive work environment. In addition, the letter should discuss the applicant's track record of success in management roles.
Ultimately, a powerful reference letter for a management job should paint a picture of an individual who is capable of making a positive impact on the organization. Tips for Writing a Useful Reference Letter for a Management Job Application There are a few things to keep in mind when writing letters of recommendation for management positions:
First, focus on the positive. Make sure to highlight the applicant's strengths, rather than their weaknesses. Think about the qualities the person has that would make them successful in the role theyre applying for. Talk about specific examples of times when they demonstrated these qualities. Be as specific as possible. Use strong verbs such as
"achieved," "created," "improved," "managed," or "produced." For example, "She achieved XYZ goals in her previous role." Be honest. Don't try to deceive the hiring manager by exaggerating the applicant's accomplishments or skills. If you can't write a positive letter of recommendation, it's better to decline than to give false information. Make sure
your letter is free of typos, grammatical errors, and slang. This will help ensure that the letter is taken seriously. Don't write a generic letter that could be used for any job or opportunity. It should be tailored to the specific role the person is applying for. Finally, keep it brief. A letter of recommendation doesn't need to be excessive in length; just one
or two paragraphs should suffice. In summary: A well-written reference letter can be key in helping someone land a job, internal position, or award/fellowship. When writing a letter of recommendation, make sure to focus on the person's strengths and abilities, use strong verbs, and avoid any typos or grammar errors. Most importantly, don't
exaggerate or make things up - honesty is always the best policy! We also have a sample letter of recommendation for Marketing and Sales jobs Have you, as a manager, been asked by an employee to write a letter of recommendation on their behalf? If one of your direct reports is leaving for new opportunities, you can help them by writing a
reference letter. Use these sample recommendation letters to help. Although youre not obligated to vouch for your workers, its a nice gesture. If your employee has demonstrated a strong work ethic, excellent results, and has been a positive member of your team, then it's appropriate to write areference letter. Some organizations have a company
policy stating what type of reference youre allowed to provide. For example, some employers insist that all references go through human resources. Research company policy before you commit. Thereference letter should include: In what capacity the employee has worked for youHow long the employee has been on the jobThe skills and attributes
that will make the person a strong candidate for employmentWhy you're endorsing the individualHow to contact you for follow-up questions Most importantly, make sure the reference letter includes anyspecific information that the employer requiresand that its formatted appropriately. Follow any instructions about the file type, delivery method, or
anything else, to help your employee make the best possible impression. Use examples of reference letters to guide your writing. Note that most are written in business letter format and are more formal than the usual office correspondence. You can use these reference letter examples as models for your own letter. Download the template (compatible
with Google Docs and Word Online), or read the text version letters below. Charlie Rodriguez123 Business Rd.Business City, NY 54321818-850-5888charlie.rodriguez@email.comJune 15, 2024Dr. Josh LeeDirectorAcme Retail321 Business Ave.Charlotte, NC 28213Recommendation for Michele MoodyDear Dr. Lee,I have worked very closely with Ms.
Moody during the several years that she has served as an assistant in my office. Michele has excelled in this role, exhibiting one of the highest levels of productivity I have seen in an assistant during my 20-year tenure with the company. Michele produces a high volume of work while consistently maintaining high standards for quality and
accuracy.Michelle possesses the ultimate "can-do" attitude while taking on all tasks with a positive energy and a smile. Her upbeat personality and engaging personal style enable her to interact effectively with clients and staff. She is very well organized and keeps track of the details necessary to coordinate events of this kind and run an efficient
office.Proactive in anticipating rising administrative needs, she takes the initiative to go beyond the expected parameters of her job.All the intangibles that lead to success in the workplace are in order with Michele. There will be no unpleasant surprises and I am confident she will fit in and add to office morale.I volunteered to write this
recommendation for Michele because I am very grateful for her contributions to our office and very confident that she has the intelligence, work ethic, and communication skills to add value wherever she works.Please feel free to contact me if you have any questions about this outstanding young woman.Sincerely,Signature (hard copy letter)Charlie
RodriguezManagerAcme Supplies Frank Laul23 Business Rd.Business City, NY 54321555-555.555frank.lau@email.comJune 25, 2024Bernadette LeeDirectorAcme Accounting321 Business Ave.Business City, NY 54321Dear Ms. Lee:I have known John Smith for the past year while he has worked as an Accounting Assistant in the Company Accounting
Office. I have been consistently impressed by both John's attitude towards his work and his performance on the job.His interpersonal and communication skills have allowed him to develop productive working relationships with both our clients and our staff. John has the listening and interviewing skills necessary to extract information from our
clientele while performing financial assessments.John possesses solid writing skills which have enabled him to compose quality correspondence. He also has the analytical skills to diagnose problems and devise viable solutions. His ability to remain unflustered during frenzied periods like tax season proves his ability to work well under pressure.l
recommend him for employment without reservation. Please let me know if you need further information.Best regards,Signature (hard copy letter)Frank LauManagerAcme Accounting This sample reference letter is from a manager who has been transferred. The employee asked for a general letter for their files so they wouldn't have to track him
down for areference letterin the future. Thomas Jones123 Business Rd.Business City, NY 54321555-555.555thomas.jones@email.comJune 30, 2024To Whom It May Concern:Jane Doe has worked for me as a Merchandiser Supervisor for the past two years. While under my supervision, her responsibilities have included hiring, training, and supervising
store service personnel.She has established an outstanding rapport with store managers and owners. Her ability to get work done through the service personnel has been outstanding. Jane is highly respected by the people who work under her supervision; she is organized, thorough in her paperwork, and is always on time.Jane has done an excellent
job and I would highly recommend her for a position with your organization.Please let me know if I can provide you with any further information.Respectfully,Signature (hard copy letter)Thomas JonesManagerAcme Retail Need more inspiration? Review these additional examples of reference letters written for friends, co-workers, clients, employees,
students, teachers, vendors, and professional connections. If you're a manager, using sample recommendation letters before writing your own for an employee can provide a helpful structure and ensure you cover all essential points effectively.It's important to understand your company's policy on providing references, as some organizations may
require all references to go through human resources.When writing a reference letter, make sure to include key details such as the employee's role, duration of employment, key skills, and why you're endorsing them, while also following any specific instructions provided by the prospective employer. Thanks for your feedback! Anyone who's applied
for a job knows how important recommendation letters can be to getting hired. While you've probably asked for a reference letter in the past, you may be less familiar with writing one. If someone asks you for a reference, how can you produce a great letter that will help your employee, colleague, or friend get hired?To help you through the writing
process, we're providing nine samples of effective letters of recommendation (scroll down to skip to the samples!). By reading through these examples, you'll gain a clear understanding of how to structure your own letters.Before getting to the free recommendation letter samples, let's briefly review the role that reference letters play in the hiring
process. Why are they important, and what makes some stand out over others? Why Are Recommendation Letters Important?Many employers request recommendation letters to help them decide who to hire or internally promote. Throughout the hiring process, the applicant strives to present herself in the best light. Beyond the interview and resume,
hiring managers look to recommendation letters to confirm the candidate's qualifications and to gain insight from an outside party.The hiring manager wants to know what experiences the candidate will bring to the new role, how she'll contribute to the company or organization, and how she'll behave in the day-to-day. Recommendation letters can
point to a candidate's future performance by talking about her past achievements.Reference letters can also shed light on what it's like to manage, work with, or, in the case of a character reference, be friends with the person under consideration. They complement the candidate's story and suggest what she'll bring to the table in her next job.If you
get asked to write a letter for someone, it's safe to assume you want to do a good job. Helping someone get hired is not just a satisfying good deed, but it's also good professional karma! So how can you turn those good intentions into a stand-out employee letter of recommendation?Each letter will, of course, be different, but good letters share certain
key features. Read on to learn about three important characteristics of strong reference letters.Your recommendation letter's not the time to be cagey about your identity! The hiring manager wants to know who you are and why you're qualified to recommend the applicant. What Makes a Recommendation Letter Stand Out? 3 Key FeaturesStrong
letters give positive descriptions of a candidate's skills in a concise and powerful way. Beyond using language that's clear and error-free, what elements should your recommendation letter include to be effective?As you write your letter, make sure it does the following: #1: Explains Why You're Qualified to Recommend the Candidateln order to hold
weight, a recommendation letter should come from a reputable source. If an employer wants a professional reference, then the writer of that letter probably worked with the candidate in a supervisory capacity. Some employers will also be interested in letters from a colleague or, occasionally, a friend, neighbor, or family member. Most letters,
though, will be written by a supervisor, manager, or boss of some sort.In the first paragraph, you should explain who you are and how you know the candidate. How long did you work with her and in what capacity? By explaining your relationship, you show that you're qualified to give an honest assessment.If someone who feels like a relative stranger
asks you to write a letter, you might consider declining or recommending someone else to write it. If you didn't get to know the candidate's work performance or only did so in a way completely unrelated to the new position, then you might not be able to provide a helpful letter of recommendation from employer to employee.The best letters are
written by people who can speak to the candidate's skills and accomplishments. Make sure to state clearly in the beginning of your letter who you are and why your opinion matters. #2: Customized to the New PositionWhile you should speak to the candidate's accomplishments in her past role, you should also show why she'd make a good fit in the
next one. Even if the candidate's making a career change, you can explain why she'll be able to do well in the new industry.Here's where open communication with the applicant is important. She should share the job description so you have a clear understanding of the position's requirements. As the writer, you're not expected to do much research on
the new job. The candidate should provide you with everything you need to know to customize your letter.By drawing on this information, you can express confidence that the candidate will succeed in the new role. Then when the hiring manager reads your letter, she'll feel reassured that the candidate would make a good fit. #3: Uses Specific
Examples and AnecdotesFinally, and perhaps most importantly, your letter should provide specific examples about the candidate. Don't just list adjectives like, "friendly, intelligent, and hard-working"; instead, present circumstances in which the candidate demonstrated those qualities. To borrow a favorite phrase of English teachers, "show, don't just
tell."Not only will examples point to the value the candidate brought to your organization or company, but they'll also paint a picture of how she works in day-to-day operations. Using two to three specific anecdotes in your letter will boost its level of persuasiveness. It will also sidestep a common rec letter trap: becoming a generic list of cliches.Just
as you should only write a recommendation letter if you feel qualified to assess the candidate, you should also only write it if you can provide a great one. While you don't want to go over the top and sound insincere, your letter should be a strongly positive endorsement. Sample Recommendation LettersAs you read through the nine free job
recommendation letters below, notice how they all share the three key features described above, even though they differ in terms of their source and target audience. Below are nine sample recommendation letters, each followed by an analysis of what it does well! After checking out the above samples of recommendation letters, read on for some
final thoughts on how to write an excellent letter of recommendation for an employee, coworker, or friend. Now that you've got all the building blocks, you can put them together into a powerful letter of recommendation! Writing Strong Letters of Recommendation: Final ThoughtsWhile the above samples of recommendation letters will help guide you
through the letter writing process, they can't look exactly like your final product. Writing a letter is a significant undertaking, as it requires you to customize your words to the candidate and make your letter unique. Even though the specifics will vary, strong letters of recommendation do have certain features in common. Each letter should...Use an
Official FormatThe sample letters show the proper format for a recommendation letter. They have the employer's name, position, company, and company's address at the top. To give one example, here's the header for recommendation letter sample #1: Ms. Greta JohanssenSales ManagerStreambase Corp.66 Western BoulevardSanta Fe, New Mexico
87500You should also use official letterhead that has your name and contact information across the top, in whatever way you've chosen to present it. Each letter is addressed to a specific person, a greeting that's more personal than, "Dear Hiring Manager." Typically, paragraphs are single-spaced with a double space in between each one.Finally,
every letter concludes with an invitation to contact the writer for any further information. Then the writer may include her position, company, phone number, and email below her name. Start with a Strong OpenerThe strongest letters start out with an immediate statement of support. They might say, "It's my honor," "It's my pleasure," or "I'm very
pleased to provide this letter of recommendation for Joe." Stating the obvious with a sentence like, "I'm writing to recommend Joe," looks weak beside a more enthusiastic opener.In the first paragraph, explain who you are and why you're qualified to recommend the candidate. Write a line or two of praise about her professional and personal strengths,
perhaps with a summary of the main points you'll present in the rest of the letter. Include Two to Three Specific ExamplesAs mentioned above, strong letters typically include two to three body paragraphs with specific anecdotes about the candidate. They don't just describe the applicant's great qualities and accomplishments; they give examples and
prove to her prospective employer that she's made achievements in the past that predict future success.You might talk about a project or responsibility of the applicant or the value she's brought to your company. Consider relevant qualities like flexibility, initiative, leadership, growth, collaboration, interpersonal skills, and/or ability to perform within
a certain environment or culture. To Sum Up...Depending on your relationship with the candidate, you might focus more on her work performance or personal character in your recommendation letter. An employer will focus more heavily on professional skills while a coworker may add personal qualities.A friend or neighbor providing a character
reference would produce the most personal letter. It falls upon the candidate to choose her recommenders wisely and to share any relevant information about the prospective position to help them write the best letter they can.As long as you incorporate the key features discussed above and take the time to make your letter positive and specific, you'll
provide a strong recommendation letter that will help your employee, colleague, or friend get hired. And who knowsperhaps in a year or two, she'll be writing a recommendation letter for you! What's Next?Are you tasked with writing a recommendation letter for a student applying to college? If so, check out these samples of recommendation letters
from teachers and counselors, along with additional writing tips and a thorough recommendation letter template! Have any questions about this article or other topics? Ask below and we'll reply! A recommendation letter for employee from manager is often required specially while applying for a job or admission. Here, we are covering
recommendation letter for employee from manager sample and example. As a manager in a company, your employee or team member may ask you to write a reference letter. An employee require a recommendation letter while applying for a new job, visa process, or for some other purpose. As an employer or manager, you are required to write this
letter for your employee. Writing such letters does consume time and efforts, thats why the sample letters are shared here in an editable format. Use a sample letter to make your own recommendation letter in minutes.What to include in a recommendation letter?If youve held the managerial position for a long time then an employee must have asked
you to write a letter of recommendation. At a manger level, you should know how to write such letters because one or other employee will surely ask to compose such a letter. As an employer or manager, you have the choice whether to write this letter or not. If an employee is hard working, disciplined, committed to work, and performs tasks
diligently then you should compose a reference letter for him.Below you can see some of the information that can be included in such a reference letter;mention the job position of an employeefor how long an employee is working for your companyhighlight the skills, qualifications, and abilities of an employee that makes him a good candidatemention
your reason for writing this lettermake sure to add your contact details in case recipient wants to get in touch with youCheck out the sample letter and example below to get a template of writing such letter. You can make the changes in a sample letter and add your own details to make a reference letter easily without any errors or mistakes.Sample
Recommendation Letter for Employee from ManagerTo whom it may concern,I am writing this letter to highly recommend (employees name) who has worked as (job position) at (companys name) for a (number of years). During his duration of employment, he was responsible for (key job responsibilities). I was (employees name) manager and he was
directly reporting to me, so I can attest to his professional skills, dedication, and strong work ethics. (Employees name) has consistently demonstrated a high level of expertise and worked hard to ensure the success of projects and initiatives. He has demonstrated excellent communication skills, great with team members, remained calm even during
high pressure situations. He is one of the most reliable and responsible employee at (companys name).As far as professional achievements are concerned, he earned Employee of the Month award for numerous times. I can say with absolute certainty that (Employees name) is a valuable employee to have and I am confident he will continue to excel in
any company he is a part of.In summary, I wholeheartedly recommend (Employees Name) without reservation. Please feel free to contact me at (email/phone number) if you need more information.Sincerely,(Your Name)(Your Position)(Company Name)Download Link >>>>> Reference Letter for Employee in Editable .DOC Format Download
TemplateConclusionA letter of recommendation is one of the most valuable tool for an employee that strengthen his or her application because it showcase the candidates strength, qualification, character, professional achievements, etc that allows potential employer to make an informed decision. A well written reference letter from an employer,
team leader, or manger holds weightage.As a manager, you may get asked to write such letters quite often and thats why you should have a sample letter with you. Writing a recommendation letter for employee is a matter of few minutes once you have a sample letter template with you. Check out the letter of recommendation for employee from
manager sample template from here and download it in an editable format for your use. 2. Academic Recommendation for a College ApplicantDear Admissions Committee,It is with great enthusiasm that I recommend [Students Name] for admission to your institution. As [his/her/their] teacher for [Subject] at [School Name], I witnessed firsthand
[his/her/their] intellectual curiosity, strong work ethic, and commitment to academic growth.I am confident [Students Name] will thrive in your academic community.Best regards,[Your Full Name][Your Position][Your Contact Information]3. Letter of Recommendation for Graduate SchoolDear Graduate Admissions Committee,l am delighted to
recommend [Students Name] for admission to your graduate program. As [his/her/their] undergraduate advisor and instructor in multiple courses, I can attest to [his/her/their] strong analytical skills, commitment to research, and impressive academic performance.[He/She/They] will bring great value to your program.Sincerely,[Your Full Name][Your
Position][Department, Institution Name]4. Letter of Recommendation for a ScholarshipDear Scholarship Committee,I highly recommend [Students Name] for the [Name of Scholarship]. [He/She/They] is not only an exceptional student with a strong academic record but also an individual deeply involved in community service and leadership activities.I
am confident that [he/she/they] will continue to excel and represent your organization well. Warm regards,[Your Full Name][Your Position][Your Institution/Organization]5. Character Reference LetterTo Whom It May Concern,I am writing to vouch for the character of [Full Name], whom I have known for [X years] as a [friend/neighbor/colleague/etc.].
[He/She/They] is a trustworthy, responsible, and kind individual who consistently demonstrates integrity and respect for others. I fully support [his/her/their] endeavors and am confident in [his/her/their] abilities.Sincerely,[Your Full Name][Your Relationship to the Individual]6. Letter of Recommendation for an Employee PromotionDear
[Manager/Supervisor Name],I am pleased to recommend [Employee Name] for promotion to [New Position]. Over the past [X years], [he/she/they] has consistently exceeded expectations in [Current Role], demonstrating leadership, problem-solving skills, and a proactive attitude. I believe [he/she/they] is more than ready for this next step.Best,[Your
Name][Your Title][Company Name]7. Letter of Recommendation for a Former EmployeeTo Whom It May Concern,I had the pleasure of working with [Employee Name] at [Company] for [X years], where [he/she/they] held the position of [Job Title].[He/She/They] was an invaluable member of our team, known for [specific strengths or
accomplishments]. I confidently recommend [him/her/them] for any role requiring a dedicated and capable professional.Sincerely,[Your Name][Your Title][Your Contact Info]8. Letter of Recommendation for an InternshipDear Internship Coordinator,I am writing to recommend [Students Name] for your internship program. As [his/her/their] professor
at [University], I have observed [his/her/their] dedication to learning and ability to work well in team settings. I am confident [he/she/they] will contribute positively to your organization.Best regards,[Your Full Name][Your Position][Your Institution]9. Letter of Recommendation for Medical SchoolDear Medical School Admissions Committee,It is my
pleasure to recommend [Applicants Name] for admission to your esteemed medical program. As [his/her/their] biology professor and research supervisor, I have seen firsthand [his/her/their] intelligence, compassion, and drive for excellence in the medical field. [He/She/They] has all the qualities of a future healthcare leader.Sincerely,[Your Name]
[Your Position][Institution Name]10. Letter of Recommendation for Law SchoolDear Admissions Committee,I highly recommend [Student Name] for admission to your law program. As [his/her/their] instructor and mentor in [Subject], Ive been consistently impressed by [his/her/their] critical thinking, persuasive writing, and deep sense of justice.
[He/She/They] is exceptionally well-prepared for the rigor of law school.Sincerely,[Your Name][Your Title][Your Institution]11. Letter of Recommendation for a TeacherDear [Principal/School Board],I am proud to recommend [Teachers Name] for a teaching position at your school. [He/She/They] brings creativity, patience, and passion to the
classroom, engaging students and fostering a supportive learning environment. [His/Her/Their] dedication to education is truly inspiring.Warmly,[Your Name][Your Title][School Name]12. Letter of Recommendation for a Student Leadership PositionDear [Selection Committee],I enthusiastically support [Student Name] for the position of [Leadership
Role]. [He/She/They] has shown exceptional leadership, teamwork, and commitment through [specific experience, e.g., student government or club activities]. I have no doubt [he/she/they] will excel in this role.Sincerely,[Your Name][Your Title][Your Organization/School]13. Letter of Recommendation for a VolunteerTo Whom It May Concern,I am
writing to recommend [Volunteers Name], who has dedicated over [X hours] volunteering at [Organization Name]. [He/She/They] has shown compassion, dependability, and a strong work ethic.[He/She/They] would be a valuable asset to any cause or initiative.Best regards,[Your Name][Your Position][Organization Name]14. Letter of Recommendation
for a High School StudentDear [Admissions Officer/Committee],I am delighted to recommend [Students Name], a standout student in my [Subject] class. [He/She/They] has a genuine love of learning, excels academically, and contributes positively to the school community. [He/She/They] will be a great addition to your program.Warm regards,[Your
Name][Your Title][School Name]15. Letter of Recommendation for Immigration PurposesTo Whom It May Concern,I am writing in support of [Individuals Name]s application for [immigration status/purpose]. I have known [him/her/them] for [X years] as a [relationship], and can attest to [his/her/their] good moral character, commitment to community,
and contributions to society. I fully support [his/her/their] petition.Sincerely,[Your Full Name][Your Contact Information]16. Letter of Recommendation for a Research PositionDear [Research Supervisor/Hiring Manager],I am pleased to recommend [Candidates Name] for your research position. [He/She/They] worked with me on a project focused on
[brief description], where [he/she/they] displayed excellent analytical skills and a deep understanding of the subject matter. [He/She/They] will be a valuable asset to your team.Sincerely,[Your Name][Your Position][Institution or Lab Name]17. Letter of Recommendation for a Business School ApplicationDear MBA Admissions Committee,It is my
pleasure to recommend [Applicants Name] for your MBA program. I supervised [him/her/them] at [Company Name], where [he/she/they] demonstrated outstanding leadership potential, strategic thinking, and a keen understanding of business operations.[He/She/They] is well-suited for the challenges of your program.Best regards,[Your Name][Your
Title][Company Name] A powerful nanny recommendation letter can help a nanny land new job opportunities and give future families peace of mind. Your words as a parent, A strong paralegal recommendation letter can open doors to new career opportunities and boost a candidates credibility. Use these 15 detailed samples to craft a Finding the
right words to recommend a lawyer can make a significant difference in their career opportunities. This article provides 17 expertly crafted lawyer recommendation In this article, Ill share a step-by-step guide on how to write a letter requesting a recommendation, complete with a template and personal tips from Get noticed! Use our expert-crafted
template to ask your professor for a powerful letter of recommendation effortlessly. Ive spent over a decade perfecting recommendation letters for nannies, those trusted caregivers who nurture our most precious family members. Ive helped friends and clients

Recommendation letter for manager position. How do you write a letter of recommendation for a manager. How to write a letter of recommendation for your boss. Sample recommendation for a manager.
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