
WRITING A RECOMMENDATION

Writing a personal recommendation letter or character reference can be a challenge. Perhaps a few personal
recommendation letter samples will help. Also review how to write a reference letter for a friend, if you're writing a
personal letter.

A letter of recommendation is a document you may be asked to prepare for someone who is applying for a job,
internship, college application, leadership position or volunteer opportunity. Personal Traits and
Characteristics The third paragraph is all about personality. Therefore some activities that might be standard at
your company might not be preferred at another one, such as being a fearless warrior in Nerf gun battles.
These letters of recommendation carry significant weight to their recipients. Annie even handled the data
visualization with skill and the client had nothing but praise for the end result. Then compose sentences that
show proof of your assertions â€” this will make your letter more credible. Updated August 13, A
recommendation letter is a type of letter that provides a written reference and recommendation for inclusion.
This context makes everything you say afterwards much more powerful. Karen Schweitzer is a business
school admissions consultant, curriculum developer, and education writer. Her can-do attitude and team
building skills were also necessary and valued not just by myself, but by her peers, who often relied on her to
get the job done. Your examples in this type of letter will be more broad, and less specific. Annie Chiu is one
individual I have worked with who uniquely stands out. Talk about motivating a team! Not everyone is good
in everything, but everyone is good at something. Even if you are writing a more general recommendation,
you can still ask the person about the types of jobs they will be applying for. However, be sure to provide the
writer with clear instructions on what information you need them to include and give them a resume or list of
your skills and experiences. Generally speaking, the most convincing reference letters will be those written by
a supervisor. You should also keep a copy of the final letter for your records. Perhaps a few personal
recommendation letter samples will help. Writing a recommendation letter for another person is a large
responsibility and should be taken very seriously. Step 2: Conduct Your Own Research Do some research on
the company, university, or scholarship the applicant is targeting, and customize your letter based on their
requirements. Such as relocating for family reasons, or outgrowing the opportunities at the company. Here's
what you need to know to write a positive letter supporting a job applicant. You should also make sure that
you know what kind of information is being expected from you. What is a letter of recommendation?
Following these steps will help you create a convincing letter of recommendation that is sure to be an
invaluable part of any application. Take a look at the difference between the following two examples from a
reference letter written for a project manager: No details: Zach is great at managing projects. Use specific
examples of times the employer demonstrated these skills or qualities. Matthews, etc. If you're asked to write
one, it's important to include details that build a strong case for the applicant. Download the personal reference
letter template compatible with Google Docs and Word Online or see below for more examples. You do not
want them to simply copy and paste a sample letter. Sincerely, [Your Name, Company, and Title] Letter of
recommendation example There are many formats recommendation letter can have. Focus on the job
description.


