Copyright of FoundLetters.com

Solicited Letter of Reference: Average Employee
[Name, Company Name & Address here]

[Date]

Dear [name],

We received your letter on [date], seeking employment reference for [ex employee full name].

I am [your name & position], of [Company name] and, I have known [ex employee last name] for the last [duration].

[Ex-employee first name] was working in our organization as a [position of ex-employee].

The responsibilities of the position that he/she was working at included – [State the job profile & responsibilities].
For instance – [Employee first name] was handling the general office work, replying to business mails and promoting our business online. He would greet and attend the daily visitors to our office.

[Employee first name] was a sincere, reliable and hard working employee. I must say that he/she was an average employee, but a good person in our company. He was honest and loyal to our organization. He/she will definitely work sincerely in your organization. 

I hope this is information is satisfactory. You may call me on [no. here], if you require any additional information about this person.

Sincerely,

[Your name]

[Designation]
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