Reference Letter with Detailed Skills Evaluation

[Your Name]

[Your Position]

[Your Company/Organization]
[Address Line 1]

[Address Line 2]

[City, State, ZIP Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position/Title]
[Recipient's Organization]
[Address Line 1]
[Address Line 2]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am pleased to write this reference letter on behalf of [Candidate's Name], with whom I have had the privilege of working in my capacity as [your
relationship, e.g., supervisor, professor, mentor| at [company/organizatior/school] for [duration]. During this time, I have been able to observe and
evaluate [Candidate's Name]'s performance, skills, and professional growth at close quarters.

Skills Evaluation

¢ Technical/Professional Skills: [Candidate's Name] consistently demonstrates exceptional proficiency in [specific skills relevant to the
field, e.g., data analysis, project management, programming languages]. For example, [provide a situation or project where these skills were
evident].

¢ Communication: [He/She/They] excels in both written and verbal commumnication. [He/She/They] effectively presents ideas, conveys
complex concepts to diverse audiences, and produces clear, concise documentation. Notably, [provide specific instance or achievement].

¢ Teamwork and Collaboration: [Candidate's Name] is a valued team member who actively contributes to group objectives and supports
colleagues. [He/She/They] fosters a positive, collaborative work environment and has demonstrated this by [briefly describe teamwork
example].

¢ Problem-Solving and Critical Thinking: [He/She/They] approaches challenges methodically and develops innovative solutions. One
example is when [describe a challenge and how the candidate resolved 1t].

¢ Leadership and Initiative: [Candidate's Name] has taken the mitiative on multiple occasions, stepping into leadership roles as needed.
For instance, [provide a specific occasion where leadership was shown].

Achievements and Impact

Throughout [his/her/their] tenure with us, [Candidate's Name] achieved significant milestones, including [mention relevant awards, recognitions, or
successful projects]. These accomplishments reflect [his/her/their] dedication, work ethic, and unwavering commitiment to excellence.

Summary and Recommendation

I am confident that [Candidate's Name] possesses the competencies, drive, and professionalism required to excel in [position, program, or
opportunity being applied for]. I strongly recommend [hinvher/them] without reservation for this opportunity, and I am certain [he/she/they]| will
make a positive and lasting contribution to your organization.

Please feel free to contact me at [your phone number] or [your email address] should you require any further information or clarification.

Sincerely,
[Your Name]
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