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To:

Mr. Peter Roberts

H.R. Manager,
New State Insurance

154, York St,
London – YG7 5KB

15th April, 2012
Dear Mr. Roberts,

I am writing to you regarding the job application of Ms. Sheila White in your company.

Ms. White is known to me for the past four years. She was working in the capacity of ‘Insurance Sales Executive’ in our company, 

After working with Sheila for four years, I can definitely write few good lines about her capabilities and skills.

Ms. White’s job profile was to market & sell our insurance policies. She was selling both business and personal policies. She was a great employee who undertook & executed all tasks I gave her very well.

She would explain each & everything about an insurance policy to clients in a very friendly manner. She was very good at sales and sold hundreds of policies during her tenure with us and we were really satisfied with her performance. And, she would also take care of post sales customer service on her own. 

I would say that Ms. White is a very talented, team-player and, hardworking and a sincere person. Undoubtedly, she will be an asset to any company. 

Should you need any additional information about Ms. White, please feel free to contact me.

Regards,

Richard Clifton 
Manager 
(Wide Coverage Insurance)
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