Date:
TO WHOM IT MAY CONCERN
I seldom write a reference letter without reservations, but I am doing so in the case of Mr. Lee who has applied for the post of administrative assistant and about whom I have been asked to provide a reference letter. I am pleased to give my strong recommendations about such a brilliant employee who never gave me any chance of complaint.
He has been working for the last three years as an account’s assistant under my direct supervision. However, his degree is in administration, and he expressed his desire to transfer to an administrative position. I have no administrative position in my company otherwise I would not have let him go. I support his decision to seek such a position that is exactly in accordance with his qualification and interest.
He has been blessed with exceptional time management skills. He can handle multi-tasks and performs best under unfavorable conditions which are considered his best quality. He has also been an impressive designer of my company. He used his creative skills in designing appealing presentations and writing effective proposals. It helped us attract many clients.
Having earned a professional in administration, I believe Lee will prove himself a great asset for your company. With his pleasant personality and friendly behavior, he will bring a lot of new customers and help you achieve monthly and annual targets.
Although I am sad while losing such a great asset, but I do not want to create any hurdle in his way of professional development. That is why I am strongly recommending him for an administrative position in your company. I am sure you will be pleased with his professional working style. If you want to discuss anything more about Lee, do not hesitate to contact me.
I wish him all the best of luck with his move.
Sincerely,
Jackson
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