
[Recipient Name]
[Job Title]
[Recipient Company]
[Company Address]
[Date]
Dear [Recipient Name],
I am writing to highly recommend [Coworker's Name] for [specific position or opportunity]. I have had the pleasure of working with [Coworker's Name] at [Company Name] for [duration of time], during which they have consistently demonstrated exceptional skills and professionalism.
In their role as [Coworker's Job Title], [Coworker's Name] has shown remarkable [specific skills or qualities, e.g., leadership, teamwork, problem-solving abilities]. One particular instance that stands out is [specific example or project], where [Coworker's Name] [describe the contribution and impact].
[Coworker's Name] is not only proficient in their technical skills but also possesses excellent interpersonal abilities. They have always been a reliable team player, often going above and beyond to ensure the success of our projects. Their positive attitude and willingness to help others make them a valuable asset to any team.
I am confident that [Coworker's Name] will excel in any position they choose to pursue. Their dedication, expertise, and positive demeanor will undoubtedly contribute to their continued success. I wholeheartedly recommend [Coworker's Name] for [specific position or opportunity] and believe they will be a tremendous addition to your organization.
Please feel free to contact me at [your phone number] or [your email address] if you need any further information.
Sincerely,
[Your Name]
[Job Title]
[Your Company]
[Email Address]
[Phone Number]
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