From:

Mr.Jerry Donaldson
Sr. Manager
(Sales Dept.)
Syndicate Bank of New York

To:

Mr. Jose Carlton
Personnel Manager
Syndicate Bank of New York

March 15, 2012

 

Dear Mr. Jose Carlton,
Mr. David Fields, an employee of our Bank working in the accounts department, has been recently promoted to the post of Sr. Clerk.

Having worked for the past four years with Mr. Fields, I know his capabilities & skills very well.

Further, I would like to say that as per our company policy, any employee can work in a department of his choice; David wants to work in the sales department getting knowledge about the sales process. He is one of our oldest employees and knows a lot about the company dealings. He is a quick learner and an efficient employee.

So, I recommend David as he has all the qualities and skills to undertake a new role in the sales department. He is a sincere and professional employee of this organization.

 

You can contact me for any additional information regarding Mr. Fields.

 

Sincerely,

Jerry Donaldson

Sr. Manager
(Sales Dept.)
Syndicate Bank of New York

