Manager Professional Reference Letter 
(If approval has been granted use organisational Letterhead)
Date
Position/Title
Organisation Name
Address
Suburb   State   Postcode
To Whom It May Concern: 
I am writing in relation to an application from Ms Sandra Watson for a position in your organisation. Sandra was employed as my Personal Assistant over a 5 year period and her work was consistently of high standard. Sandra was an invaluable asset to our organisation. She has excellent interpersonal and communication skills, can work independently or as part of a team, has exceptional time management skills and is able to complete tasks within strict deadlines.
In her position as Personal Assistant, one of Sandra’s responsibilities was supervising three trainee administration officers. The trainees were required to perform a number of administrative and bookkeeping functions to successfully complete their training and to maintain effective daily operations of the organisation.
Sandra successfully managed the three trainees whilst maintaining efficient and effective office functions. Sandra was able to the build effective working relationships between all trainees, create a positive work environment and as a direct result of Sandra’s leadership, all trainees successfully completed their training.  
Sandra was always courteous and willing to offer assistance to staff, volunteers and visitors to the organisation. In her work, Sandra has demonstrated a high level of professionalism, integrity and commitment.
I would be pleased to answer any further queries you may have on Sandra’s work and can be contacted on (insert telephone number). 
Yours truly
Vanessa Black
Manager
Deadly Youth Service
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