05 January 20XX
Neil Amsterdam
Brooklyn, ER456
Dear Mr. Amsterdam,
I am writing this letter to you on behalf of Ms. Katherine who has applied for a visiting lecturer in your university. She has given us her services for five years and during this period she remained vigilant and efficient in teaching students and performed her duties with extraordinary skills.  
During this period, she did not take any uninformed leaves or was involved in any kind of misconduct. She has performed the tasks and targets way beyond our expectations and had been consistent in her performance. She also remained available for other responsibilities as well and worked extra hours for the university’s sake whenever she was asked for. She performed each task energetically demanding more responsibilities and remained available on weekends whenever we required her. With her hard work, she has made the students unique individuals.
Moreover, she also established the Students Teacher Counseling Centre in the university whose sole purpose was to create a friendly environment between students and the teachers. The thought behind it was to create such a platform for students where they could share their problems and job-related issues with teachers easily.
Considering the above-mentioned qualities, I assure you that she would be proved a helping hand for your university. The teachers like her are surely an asset for our society and found once in a blue moon. She has all those qualities that a hard-working and efficient teacher should have. I hope that you will appoint her and will give her a chance to serve the welfare of students. I wish her all the best for a bright future.
Regards,
James Holcomb
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