Assistant Recommendation Letter
100 Broadway Lane
New Parkland, CA, 91010
Cell: (555) 987-1234
example-email@example.com
Dear Hiring Manager,

Please let this letter serve as my official recommendation for Belinda Carlisle for the position of executive assistant. I am the office manager for Belinda's previous employer and we were forced to terminate her position when the executive she was working for resigned. It is a decision I still regret as we miss Belinda'a professionalism and positive attitude.

Belinda is an extremely organized professional who is able to maintain a busy schedule and also act as a files administrator as well. She is excellent at arranging executive meetings, making travel arrangements, and screening all executive correspondence. Belinda also made herself available to help other executive assistants when they were overwhelmed with their workloads.

Belinda was a strong asset to our administrative team and her absence is still missed here in a significant way. Any employer who is fortunate enough to hire Belinda will soon realize that she offers a unique skill set that makes her a very valuable part of the organization. Her cheerful and professional attitude helped everyone in the office to feel a bit more positive and that is something every office can use. I strongly recommend Belinda for your available position and I can be contacted if you have any questions.

Regards,

Heather Prine
