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Unsolicited Letter of Reference: Average Employee
[date]
To Whom It May Concern:

This is to confirm that [Employee name] was working in [Company name].

He/she was working here as a [state position]. He/she worked here for [duration] – from [start date] to [end date].

[Employee name] was working under me. His/her main responsibilities included – [state the job profile of the employee].

He/she was a hard working & sincere employee with zeal to grow professionally. He/she used to complete his/her tasks in time and was co-operative to the staff.

You should hire [employee name] if you want an honest & dedicated employee in your organization.

Sincerely,

[Your name & Designation]
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