SAMPLE REFERENCE  LETTER

(date)

 

To Whom It May Concern:
This reference letter is provided at the request of Lise Jensen who has asked me to serve as a reference on her behalf. Lise and I discussed her recent decision to pursue an internship at the XXX Organization. I applaud her decision and strong desire to take her knowledge and skills to the next level. Lise has been working under my supervision as a Masters student since September XXXX, and I feel that she is a deserving candidate for the internship provided by your organization. 

Lise is a high energy self-starter who quickly assumes responsibility and is not afraid to face new challenges and situations. She has worked conscientiously during her Master’s course and accomplished all tasks with great initiative and with a very positive attitude. During that time she has proven to be capable, reliable and industrious. Also, she has volunteered to assist in several projects running in our department and we know her as accomplished and resourceful team member.  

Lise also gained experience as XXX with XXX and performed it well. Her ability to connect with trainees and her talent at teaching simple concepts, as well as more advanced topics, are both truly great. Lise gets along well not only with her trainees but also with her co-workers. She easily fit in with senior staff and was willingly accepted by them. 

I know that if given the chance to intern with the XXX Organization, Lise will prepare herself to become the XXX that she dreams of being. She has the potential to achieve these goals. Now, all she needs is the opportunity. I ask that you look upon her application favorably and grant her a chance to intern with your organization.

If you have any further questions with regard to her background or qualifications, please feel free to contact me. 

Yours sincerely, 
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