
NEED HELP WRITING A REFERENCE LETTER

See examples, get tips, and also learn when to say yes or how to say no. Job Searching Career Advice 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.

Whether it's for an employee, a friend, or someone you've worked with, it is important to be prepared to write
an effective letter of recommendation. Be targeted, if you can. At any case, you might need to spend half an
hour or so to write a good recommendation letter, but if you have good things to say, this person is worth it.
The recipient will not need your life history: just give a brief sentence or two explaining your position and
your relationship to the candidate. Be sure to ask your reference as early as possible, so she or he has time to
write the letter. Jane can work independently and is able to follow through to ensure that the job gets done.
Download the template compatible with Google Docs and Word Online , or read the text version below. How
to Use Letter Samples A letter sample can help you decide what kind of content you should include, as well as
how to format your letter. Focus on examples from your relationship with that person. Try to tell a story that
makes the potential employer feel like they are getting to know the candidate better. He is also compassionate,
kind and never misses the opportunity to help others. Be sure to provide specific examples of times the person
has demonstrated specific qualities. You do not want them to simply copy and paste a sample letter. During
her time in my team, she managed to conduct high-impact user research and make a number of key
recommendations that resulted in an improved product and subsequently increased sales. Make sure you pick
someone who knows you well enough to offer insight into your personality. Single out any exceptional
qualities that the candidate has â€” perhaps their drive and enthusiasm, their attention to detail, or their ability
to lead. Last Name. With a personal letter, you are writing a recommendation because you know the person
and their character. It might be a former employee or student, or even a family friend. Also ask if there are any
particulars that the school or employer wants you to include in your letter. If you can recall specific examples
that prove these qualities, put them in your reference letter too. If necessary, use more than one paragraph to
provide details.


