
HOW TO WRITE A RECOMMENDATION LETTER FOR A COLLEAGUE AND

I

Writing a recommendation letter for a coworker? Read a sample reference and learn why it works.

Of particular value to me as a former call center manager was Sharon's team player mind-set, enthusiastic
embrace of change, ability to work with minimal supervision, and unwavering commitment to exceeding
customer expectations. Organized and diligent, Sharon quickly learned technology systems and software that
were unfamiliar to her when she first started with JRW, and she also attended optional
professional-development seminars offered through the company. From interview questions and answers to
how to get a promotion, you'll be prepared for each step of your career. Here's a tip: Join Monster for free
today. A person who is tasked to make a letter of reference should first know what the applicant is wanting to
focus on. Make sure to have an initial discussion of your qualifications, competencies, and other expertise in
the industry. More so, you should state the time duration that you have known the person that you are
recommending. Related Articles. You can write a lot of things in your letter, but just do not forget that the sole
reason for writing the letter in the first place is to express your opinions on the credibility and qualifications of
a colleague. Our website has a variety of samples you can download depending on the situation you are in.
You may also see employment recommendation templates. Here are the things that you should include in your
letter. I have no doubt she will make a strong addition to your team. Here's a sample. I assure you that her
commitment to her professional career, as well as her high moral values are without question. Please feel free
to contact me if you have any questions. She has my highest recommendation, and I am happy to furnish more
details if you would like additional information. Download the free template as a MS word doc and fill in all
the necessary details. Make your recommendation personable. She consistently met or surpassed all weekly
call center metrics including customer satisfaction, call volume, and response time , and her daily written
reports were accurate and thorough. Think about what paragraphs you would include in a full letter , and then
convert each one into sentences. Try to tell a story that makes the potential employer feel like they are getting
to know the candidate better. So mind your tone, show your enthusiasm, and more importantly, write about
her characterâ€”attitude matters. Professional Recommendation Letter Format for Colleague. There are
different types of reference letters and they all vary according to purpose. Consider it good career karma; after
all, you never know when you'll need a letter of recommendation for yourself, and your colleague may be
happy to return the favor. Provide a valid reason why you are selected as a reference. Colleague
Recommendation Letter Example. She utilized her exceptional ability to remain calm in the face of
confrontation to diffuse the situation with a warm smile and a sincere apology. More importantly, everyone
who interacts with Bianca is always blown away by her selfless, kind, and warm-hearted nature. You may also
like. Below are some tips to help get you started in your reference letter writing: Know the Purpose of the
Letter Before whipping up a letter of reference, take the time to talk with the applicant and make sure that you
understand his goals before you create your letter. Sometimes colleagues just need to have documentation on
hand for the moment a job catches their eye and they want to apply. You may also see letter of
recommendation for students. Download A letter is a document, either written or printed, that contains a
message addressed to certain individuals or organizations. Define your professional relationship with the
applicant. It is used in different situations, thus, it can be written to express personal feelings and matters like
regrets, gratitude, companionship, and love. Not to mention, his bright and jovial personality always improved
the mood in the office. Unlike other types of application paperwork or documents, a letter of reference is
unique because it comes from a third party who is not, in any way, connected to the application process.
Download Guidelines in Creating a Coworker Recommendation Letter If you are requested to write a
recommendation letter by your coworker, here are a few guidelines that you may follow: 1. I met Jim when we
worked together at Viper Tech, and I had the pleasure of working with him for 4 years. Things to Focus on:
Keep it short and sweet. As a member, you'll get useful tips sent directly to your inbox. A letter is among the
many ways employees can express their opinions or take on their company.


