
HOW TO WRITE A GOOD WORK REFERENCE

Knowing how to write a reference letter is an important skill in the business of recommendation, is a letter that speaks to
someone's work experience, skills.

Tell the people who agree to write letters for you about your goals and what they could write that would help
you to achieve those goals. Instead, you should use this space for an additional resume skills section , a resume
introduction , or more achievement-oriented bullet points. Include your contact details too. Be sure to include
the name of the company, job, school, or opportunity for which the person is applying. The dates which the
person was employed from and until. You should also let each writer know about your subsequent success and
how much their letters helped you to attain your goal. Print the letter on good quality ink-jet paper. You can
use their resume to get a full understanding of their experiences and achievements. For example, if you have
worked with the person, it would be appropriate for you to write a reference letter to a prospective employer
for them. However, for a student or recent graduate, finding a set of professional references can be difficult. A
student applying for funding will often need to supply reference letters. Jane would be a tremendous asset for
your company and has my highest recommendation. Keep in mind, however, that you can only vouch for what
you know from your own personal experience with the individual. Use the following recommendation letter
template as inspiration when drafting your own: To Whom it May Concern: It is my pleasure to strongly
recommend [Applicant Name] for [Position With Company or Acceptance to Institution]. You can find
examples of full reference letters on About. Also ask if there are any particulars that the school or employer
wants you to include in your letter. As a recommendation letter likely only provides a snapshot of her talents
and achievements, I would be happy to further elaborate on my time working with her. Always emphasize the
key points and elaborate meaningfully without repeating things that have already been said. The more
information you have, the easier it will be to write the letter. Jane has excellent communication skills. Who is
not suited to giving me a reference for this particular job? Saying anything that could be construed as libel.
Avoid adjectives and adverbs that carry a mediocre connotation such as: nice, good, fair, fairly, adequate,
reasonable, decent, and satisfactory. Relatives are not a good choice. If you can't write a positive letter of
reference, you should diplomatically decline when you are first approached. 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. If you truly feel that the candidate has no good qualities for you to emphasis, or if you have
had a personality clash with them in the past, you should tell them to seek a reference letter from someone
else. I have 15 years of experience working as a statistician and client services specialist and have seen many
young professionals come and go. If you are writing a general letter, you could write to " Whom it May
Concern " or simply start your letter with the first paragraph. Read below for tips on how to write a reference
letter, as well as what materials to ask the candidate for, and when to say no and how to say no to writing a
letter for someone. This could be from a prior landlord or from a current employer. Reference letters are used
in a wide variety of situations; there is no definitive list that covers all possible scenarios. I am pleased to
recommend him for the position of head accountant at ABC Company. Unless it is absolutely relevant, do not
refer either in a direct or implied reference to the applicant's race, religion, national origin, age, disability,
gender, or marital status.


