Example Personal Job Recommendation Letter

Cassie Lane
1234 Any Street
Anytown, IN 12345
555-555-5555
CLane@email.com
 
September 2, 2019
 
Dana Lewis
1234 Park Lane
City, CA 12345
 
Dear Mr. Lewis:
 
My name is Cassie Lane and I would like to recommend Hillary Cortez for the position of Administrative Assistant with your company. I have had the pleasure of knowing Ms. Cortez as her professor for the past 4 years and I believe that she has all of the qualities necessary to fulfill this position.
 
Hillary is an active participant in our church here on campus. She has taken leadership responsibilities with pride and she manages our worship schedule in conjunction with our lead pastor. Hillary volunteers her time with our youth outreach and is an active participant in our school community.
 
Ms. Cortez will make a great addition to your team and I recommend her for this position without reservation. If you have any further questions, please do not hesitate to contact me as 555-555-5555 or by e-mail at CLane@email.com
 
With Regards,
 
Cassie Lane

