Date: [Insert Date]
To Whom It May Concern,

I ampleased to provide this reference letter for [Candidate's Name]. Having known and worked with [hinvher/them] for [duration] in ny
capacity as [your position/relationship], I have gained a clear understanding of [his/her/their] character, work ethic, and interpersonal skills.

Character Strengths

¢ Reliability: [Candidate's Name] consistently demonstrates a strong sense of responsibility. [He/She/They] reliably meets deadlines and can
be counted on to fulfill commitments with diligence and attention to detail.

¢ Commumnication SKills: [He/She/They] excels in both verbal and written communication, adeptly articulating ideas and fostering open
dialogue among team members. [His/Her/Their] approachable demeanor encourages productive conversations and collaborative problem-
solving.

¢ Teamwork: [Candidate's Name] is an enthusiastic team player who readily offers support to colleagues, values diverse perspectives, and
works harmoniously within group settings to achieve collective goals.

¢ Integrity: [He/She/They] is trustworthy, respectfil, and adheres to high ethical standards, earning the respect and confidence of peers and
supervisors alike.

Areas for Improvement

¢ Delegation: At times, [Candidate's Name] tends to take on more tasks personally, which can lead to unnecessary workload. Developing
stronger delegation skills could enhance productivity for both [hinvher/them] and the team.

¢ Adaptability: Although [he/she/they] excels in structured environments, adapting quickly to unexpected changes remains an area for
growth. Proactive flexibility will further strengthen [his/her/their] versatility in dynamic settings.

Overall, [Candidate's Name] is a dedicated individual with admirable character strengths and a commitment to personal and professional growth. 1
am confident that [he/she/they] will be a valuable asset to any organization fortunate enough to have [himher/them).

Please feel free to contact me at [ Your Email] or [Phone Number] if you require further information.

Sincerely,

[Your Name]

[Your Position/Title]
[Your Organization]
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