3/2/2017 Request a Job Reference Letter

(i) Ads by Google

CReference Le@

. How to request a job reference letter.
Gob Assnstanca

C]ob Resume S}

6.7K
[ tike]

Home

Job Reference Letter

Interview Preparation
Preparation Tips
Interview Checklist
Interview Questions

Questions&Answers

Typical Questions

5

Difficult Questions

Questions to Ask You have decided on the people you would like to serve as employment references
during your job search. It is important ask their permission to put their names forward
as references. This way they will not be taken by surprise when they are contacted by
a potential employer.

Interview Tips

Interview Tips

Dress for Success
The better prepared they are for the reference request the more likely they will provide

Closing the Interview a relevant and positive job reference.
Types of Interview ®
Behavioral Interview

Information Interview

Panel Interviews Improve Your English

Group Interviews Grammarly Makes Sure
Everything You Type Is Effective
And Mistake-Free. Try Now!

Skype Interviews
Second Interviews grammarly.com @

Interview Guides

Phone Interviews

Job Interview Guide

Manager Interview

Accounting Interview If you want to ask someone to write an employment reference letter for you, this

. sample letter and email will help you.
Sales Interview P Py

Customer Service Adapt these sample letters for your own purposes.

Call Center Sample request for a reference letter

http://www.best-job-interview.com/job-reference-letter.html 1/3


http://www.best-job-interview.com/
http://www.best-job-interview.com/preparing-for-a-job-interview.html
http://www.best-job-interview.com/interview-checklist.html
http://www.best-job-interview.com/job-interview-questions.html
http://www.best-job-interview.com/typical-interview-questions.html
http://www.best-job-interview.com/job-interview-answers.html
http://www.best-job-interview.com/job-interview-question.html
http://www.best-job-interview.com/job-interview-tips.html
http://www.best-job-interview.com/dress-for-an-interview.html
http://www.best-job-interview.com/job-interview-advice.html
http://www.best-job-interview.com/behavioral-interview.html
http://www.best-job-interview.com/informational-interview.html
http://www.best-job-interview.com/panel-interview.html
http://www.best-job-interview.com/group-interviews.html
http://www.best-job-interview.com/phone-interviews.html
http://www.best-job-interview.com/skype-interview-tips.html
http://www.best-job-interview.com/second-interview-questions.html
http://www.best-job-interview.com/job-interview-guide.html
http://www.best-job-interview.com/management-job-interview-questions.html
http://www.best-job-interview.com/accountant-interview-questions.html
http://www.best-job-interview.com/sales-interview.html
http://www.best-job-interview.com/customer-service-job-interview.html
http://www.best-job-interview.com/call-center-interview.html
https://www.googleadservices.com/pagead/aclk?sa=L&ai=CmrT8RB-3WKDlAYfKogP68JKYCc6Zl79Hvq-u-_ACwI23ARABIOrg3g9g5erjA6AB4ozj9gPIAQaoAwHIAwKqBKwBT9DNQnYgKbMWLnb1mqcvazYpGT-ZyGxJLgPOYuVJL-4CjLgBp1L71BMtv7V9yuX1gapbSqeIyQ1RmqFmdtHztW36hiPKO8Mxql-Ye5Cyb6ptwOgJNBUU6brEfHGtRteUv1EwNL3iPXUXOH16ax-u-x_7DZGn1rppUasPYdN3fgs53sk3SwJrsVlQNHrWnUTy9kLg2-aTfAqkadPtS5jNy0rgLBXdY7hz4Zcni6AGN4AHhvOcCagHpr4b2AcB0ggFCIABEAHYEws&num=1&cid=CAASEuRo5szocAgJV-8UAMMDq4rRKg&sig=AOD64_3Lnc211TIWsvnSKJTU-OZnO_hTYw&client=ca-pub-0956645406608587&adurl=http://www.grammarly.com/%3Fq%3Dgrammar%26utm_source%3Dgoogle%26utm_medium%3Dcpc%26utm_campaign%3Dscm%26utm_content%3D98897354286%26utm_term%3Dresume%2520resume%2520writing%26matchtype%3D%26placement%3Dwww.best-job-interview.com%26network%3Dd
https://www.googleadservices.com/pagead/aclk?sa=L&ai=CmrT8RB-3WKDlAYfKogP68JKYCc6Zl79Hvq-u-_ACwI23ARABIOrg3g9g5erjA6AB4ozj9gPIAQaoAwHIAwKqBKwBT9DNQnYgKbMWLnb1mqcvazYpGT-ZyGxJLgPOYuVJL-4CjLgBp1L71BMtv7V9yuX1gapbSqeIyQ1RmqFmdtHztW36hiPKO8Mxql-Ye5Cyb6ptwOgJNBUU6brEfHGtRteUv1EwNL3iPXUXOH16ax-u-x_7DZGn1rppUasPYdN3fgs53sk3SwJrsVlQNHrWnUTy9kLg2-aTfAqkadPtS5jNy0rgLBXdY7hz4Zcni6AGN4AHhvOcCagHpr4b2AcB0ggFCIABEAHYEws&num=1&cid=CAASEuRo5szocAgJV-8UAMMDq4rRKg&sig=AOD64_3Lnc211TIWsvnSKJTU-OZnO_hTYw&client=ca-pub-0956645406608587&adurl=http://www.grammarly.com/%3Fq%3Dgrammar%26utm_source%3Dgoogle%26utm_medium%3Dcpc%26utm_campaign%3Dscm%26utm_content%3D98897354286%26utm_term%3Dresume%2520resume%2520writing%26matchtype%3D%26placement%3Dwww.best-job-interview.com%26network%3Dd
https://www.googleadservices.com/pagead/aclk?sa=L&ai=CmrT8RB-3WKDlAYfKogP68JKYCc6Zl79Hvq-u-_ACwI23ARABIOrg3g9g5erjA6AB4ozj9gPIAQaoAwHIAwKqBKwBT9DNQnYgKbMWLnb1mqcvazYpGT-ZyGxJLgPOYuVJL-4CjLgBp1L71BMtv7V9yuX1gapbSqeIyQ1RmqFmdtHztW36hiPKO8Mxql-Ye5Cyb6ptwOgJNBUU6brEfHGtRteUv1EwNL3iPXUXOH16ax-u-x_7DZGn1rppUasPYdN3fgs53sk3SwJrsVlQNHrWnUTy9kLg2-aTfAqkadPtS5jNy0rgLBXdY7hz4Zcni6AGN4AHhvOcCagHpr4b2AcB0ggFCIABEAHYEws&num=1&cid=CAASEuRo5szocAgJV-8UAMMDq4rRKg&sig=AOD64_3Lnc211TIWsvnSKJTU-OZnO_hTYw&client=ca-pub-0956645406608587&adurl=http://www.grammarly.com/%3Fq%3Dgrammar%26utm_source%3Dgoogle%26utm_medium%3Dcpc%26utm_campaign%3Dscm%26utm_content%3D98897354286%26utm_term%3Dresume%2520resume%2520writing%26matchtype%3D%26placement%3Dwww.best-job-interview.com%26network%3Dd
https://www.googleadservices.com/pagead/aclk?sa=L&ai=CmrT8RB-3WKDlAYfKogP68JKYCc6Zl79Hvq-u-_ACwI23ARABIOrg3g9g5erjA6AB4ozj9gPIAQaoAwHIAwKqBKwBT9DNQnYgKbMWLnb1mqcvazYpGT-ZyGxJLgPOYuVJL-4CjLgBp1L71BMtv7V9yuX1gapbSqeIyQ1RmqFmdtHztW36hiPKO8Mxql-Ye5Cyb6ptwOgJNBUU6brEfHGtRteUv1EwNL3iPXUXOH16ax-u-x_7DZGn1rppUasPYdN3fgs53sk3SwJrsVlQNHrWnUTy9kLg2-aTfAqkadPtS5jNy0rgLBXdY7hz4Zcni6AGN4AHhvOcCagHpr4b2AcB0ggFCIABEAHYEws&num=1&cid=CAASEuRo5szocAgJV-8UAMMDq4rRKg&sig=AOD64_3Lnc211TIWsvnSKJTU-OZnO_hTYw&client=ca-pub-0956645406608587&adurl=http://www.grammarly.com/%3Fq%3Dgrammar%26utm_source%3Dgoogle%26utm_medium%3Dcpc%26utm_campaign%3Dscm%26utm_content%3D98897354286%26utm_term%3Dresume%2520resume%2520writing%26matchtype%3D%26placement%3Dwww.best-job-interview.com%26network%3Dd
https://googleads.g.doubleclick.net/pagead/ads?client=ca-pub-0956645406608587&format=fpkc_al_lp&output=html&h=130&slotname=5327649391&adk=540125916&adf=2424461142&w=122&afmt=link&lmt=1488396100&rafmt=10&flash=24.0.0&url=http%3A%2F%2Fwww.best-job-interview.com%2Fjob-reference-letter.html&wgl=1&dt=1488396099875&bpp=16&bdt=478&fdt=849&idt=855&shv=r20170222&cbv=r20170110&saldr=aa&prev_fmts=122x130_0ads_al&correlator=4208892056185&frm=20&ga_vid=*&ga_sid=*&ga_hid=*&ga_fc=0&pv=1&iag=3&icsg=2&nhd=1&dssz=2&mdo=0&mso=0&u_tz=330&u_his=1&u_java=0&u_h=768&u_w=1366&u_ah=744&u_aw=1301&u_cd=24&u_nplug=5&u_nmime=7&biw=1286&bih=637&eid=4089037%2C575144605%2C453848292&ref=https%3A%2F%2Fwww.google.co.in%2F&rx=0&eae=0&fc=16&brdim=65%2C24%2C65%2C24%2C1301%2C24%2C1301%2C744%2C1301%2C637&vis=1&rsz=%7C%7CeE%7C&abl=CS&ppjl=t&pfx=0&fu=144&bc=1&ifi=4&xpc=pW8EF6Kwoz&p=http%3A//www.best-job-interview.com&dtd=913&rl_rc=true&ad_type=text&oe=utf8&kw_type=radlink&hl=en&kw0=Reference+Letter&kw1=Job+Assistance&kw2=Job+Resume+Sample&okw=Reference+Letter&rt=ChBYtx9EAA7jsQpoE4oqBJgPEhBSZWZlcmVuY2UgTGV0dGVyGghdN9dSBIzd7SgBUhMIwPP_xoO20gIVkqFoCh3UAQCjeAE
https://googleads.g.doubleclick.net/pagead/ads?client=ca-pub-0956645406608587&format=fpkc_al_lp&output=html&h=130&slotname=5327649391&adk=540125916&adf=2424461142&w=122&afmt=link&lmt=1488396100&rafmt=10&flash=24.0.0&url=http%3A%2F%2Fwww.best-job-interview.com%2Fjob-reference-letter.html&wgl=1&dt=1488396099875&bpp=16&bdt=478&fdt=849&idt=855&shv=r20170222&cbv=r20170110&saldr=aa&prev_fmts=122x130_0ads_al&correlator=4208892056185&frm=20&ga_vid=*&ga_sid=*&ga_hid=*&ga_fc=0&pv=1&iag=3&icsg=2&nhd=1&dssz=2&mdo=0&mso=0&u_tz=330&u_his=1&u_java=0&u_h=768&u_w=1366&u_ah=744&u_aw=1301&u_cd=24&u_nplug=5&u_nmime=7&biw=1286&bih=637&eid=4089037%2C575144605%2C453848292&ref=https%3A%2F%2Fwww.google.co.in%2F&rx=0&eae=0&fc=16&brdim=65%2C24%2C65%2C24%2C1301%2C24%2C1301%2C744%2C1301%2C637&vis=1&rsz=%7C%7CeE%7C&abl=CS&ppjl=t&pfx=0&fu=144&bc=1&ifi=4&xpc=pW8EF6Kwoz&p=http%3A//www.best-job-interview.com&dtd=913&rl_rc=true&ad_type=text&oe=utf8&kw_type=radlink&hl=en&kw0=Reference+Letter&kw1=Job+Assistance&kw2=Job+Resume+Sample&okw=Job+Assistance&rt=ChBYtx9EAA7jwwpoE4oqBJgPEg5Kb2IgQXNzaXN0YW5jZRoIBsDoEBmDpFsoAVITCMDz_8aDttICFZKhaAod1AEAo3gB
https://googleads.g.doubleclick.net/pagead/ads?client=ca-pub-0956645406608587&format=fpkc_al_lp&output=html&h=130&slotname=5327649391&adk=540125916&adf=2424461142&w=122&afmt=link&lmt=1488396100&rafmt=10&flash=24.0.0&url=http%3A%2F%2Fwww.best-job-interview.com%2Fjob-reference-letter.html&wgl=1&dt=1488396099875&bpp=16&bdt=478&fdt=849&idt=855&shv=r20170222&cbv=r20170110&saldr=aa&prev_fmts=122x130_0ads_al&correlator=4208892056185&frm=20&ga_vid=*&ga_sid=*&ga_hid=*&ga_fc=0&pv=1&iag=3&icsg=2&nhd=1&dssz=2&mdo=0&mso=0&u_tz=330&u_his=1&u_java=0&u_h=768&u_w=1366&u_ah=744&u_aw=1301&u_cd=24&u_nplug=5&u_nmime=7&biw=1286&bih=637&eid=4089037%2C575144605%2C453848292&ref=https%3A%2F%2Fwww.google.co.in%2F&rx=0&eae=0&fc=16&brdim=65%2C24%2C65%2C24%2C1301%2C24%2C1301%2C744%2C1301%2C637&vis=1&rsz=%7C%7CeE%7C&abl=CS&ppjl=t&pfx=0&fu=144&bc=1&ifi=4&xpc=pW8EF6Kwoz&p=http%3A//www.best-job-interview.com&dtd=913&rl_rc=true&ad_type=text&oe=utf8&kw_type=radlink&hl=en&kw0=Reference+Letter&kw1=Job+Assistance&kw2=Job+Resume+Sample&okw=Job+Resume+Sample&rt=ChBYtx9EAA7jxgpoE4oqBJgPEhFKb2IgUmVzdW1lIFNhbXBsZRoIWET0sy7AKpUoAVITCMDz_8aDttICFZKhaAod1AEAo3gB
https://www.google.com/url?ct=abg&q=https://www.google.com/adsense/support/bin/request.py%3Fcontact%3Dabg_afc%26url%3Dhttp://www.best-job-interview.com/job-reference-letter.html%26gl%3DIN%26hl%3Den%26client%3Dca-pub-0956645406608587%26ai0%3D&usg=AFQjCNFbi_yzfbMcfLw8cR-F66Xzh18yqA

3/2/2017
Secretary Interview
Teacher Interview
Marketing Interview
Project Manager
Administrative
Human Resources
Internship Interview
Nurse Interview

Nanny Interview
Job Resources

Job Descriptions
Job Search Strategy
Sample Resumes
Cover Letters
Job References

Character References
After the Interview

Interview Follow Up

Thank You Letters
Employment Checks

Employment Tests

Background Checks
The Job Offer
Job Offer Help

Negotiate Salary

Resignation Letters
Employment Help

Surviving a Layoff
Best Articles

Free Templates
Latest News

Job Interview Blog

Contact Us
About this Site
About Us

Site Map
Privacy Policy

Disclaimer

G+l |< 0

? Subscribe To This
Site

Request a Job Reference Letter

Your Name

Your Address

City, State, Zip Code
Your Contact numbers
Your E-mail

Date

Reference Name
Title/Position
Company Name
Address

City, State, Zip Code

Dear Mr Jones

I am currently involved in searching for a new position and would appreciate your help.
| would like to include you in my list of references as someone who has a good
knowledge of my skills and abilities.

If you are willing to act as one of my references I will include your name, title and
contact details on my reference list and | will keep you updated about possible contact
from a potential employer.

At this point, | would be grateful if you would write a letter of recommendation for me to
include with my job search documents. | would appreciate it if you could outline my
responsibilities while at XYZ Company and attest to the skills and abilities |
demonstrated in the job.

Please let me know if you are comfortable with this request and if there is any
information | can provide in connection with this.

Sincerely,
John Candidate

Sample Job Reference List

Use this sample employment reference letter to see what a professional letter of
reference should include.

k-

Email requesting a job reference letter
Dear Susan

I am applying for a new position and would like to include you as a reference. Having
worked together for some time | regard you as someone who has a good knowledge of
my work abilities and performance and who will provide a valid employment reference.

I need a job reference letter to include with my application and | would be grateful if
you would write an employment reference for me. The application closing date is April
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30, 2017 and | can either collect the letter or you can email it to me before this date.
|:| Please let me know if if there is any information | can provide in connection with this.

'+ DR

Thank you for your assistance.

Jane Candidate

Winning Job Reference Resources

Job Reference List Format

Sample Reference Letter

Reference Check Questions

Basic Letter of Recommendation Template

Need a job reference letter after a layoff? These sample reference letters will help with
this.

Include your own information in this job reference letter template

Having good references can be the deciding factor in getting the job you want. Plan
ahead and make sure you get the recommendation letter you need.

Job Interviews > Job References > Request a Letter of Recommendation
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