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RE: To whom it may concern:
I have been acquainted with John Doe for more than a year now since December of 2017. John Doe served as an Administrative Assistant in Elevate Health Group. His duties included but were not limited to: 
a) Providing support to the firm’s managers and employees on a diversity of matters
b) Assisting in daily office needs and managing the firm’s general administrative abilities
c) Handling of official tasks such as filing, generating reports, and presentations
d) Setting up for meetings
e) Reordering supplies
The job description mostly required Mr. Doe to anticipate the needs of others within the firm to ensure their seamless and positive experience. My role as an administrator requires me to have daily interactions with him and other Administrative Assistants, and guide them in accomplishing their routine and out-of-the-box tasks. John was under my charge where he demonstrated explicable qualities which made him a critical asset.
John Doe illustrated a highly cognitive intelligent quotient. His intelligence allowed him to thrive in this designation. He could foresee the next steps in each activity under his jurisdiction and thus managed to ensure all the preparatory activities were carried out very early to minimize delays. His professional sense is vital in his role of preparing every employee under his charge with their day to day activities ensuring no lag within the department. His academic intellect and professional skills were critical in transition when the firm opted to implement new strategies.
John Doe can regulate his conduct, on and off the clock, to keep to the stature of an Administrator. The firm does spot audits of which he demonstrated high levels of integrity. John has a record of no noted misconduct with his charge, and he exhibited the same when he was off duty. He continually took responsibility for his and his charge’s actions; fault and praise. His accountability facilitated minimal errors and maximum productivity. John is humble; He sought advice and at times adhered to it. He never assumed he knew it all and felt free to consult. 
John has continuously demonstrated his desire to learn more and achieve during his duration with us. He consistently took up chances to further his skill set or his academic and technical training. 
John Doe has my highest recommendation for any position in your firm. I have no doubt he will be an excellent addition to your team. Feel free to contact me for any clarification regarding his candidacy or experience.
[bookmark: _GoBack]
Sincerely
(Signature)
(Name)
