
Character Reference Letter
Lily Scott
Ass. Expert
[Your Company/Organization]
9082 Pine Circle
Houston, TX 77001
Email: lily.scott@email.com
Phone: (281) 555-7890

[Date]

To Whom It May Concern,

I am pleased to write this character reference for [Employee’s Full Name], who has been an integral part of our
team at [Company/Organization] for [duration]. In my role as [your position], I have had the privilege of working
closely with [Employee’s Name] and have observed firsthand [his/her/their] exceptional qualities and
contributions.

[Employee’s Name] stands out for [his/her/their] remarkable work ethic and dedication. [He/She/They]
consistently demonstrate[s] a high level of professionalism, responsibility, and enthusiasm in all tasks undertaken.
For example, [provide a specific instance, such as, “During our recent project on [describe project], [Employee’s
Name] played a crucial role in streamlining our processes, leading to a significant increase in efficiency and
project success.”]

One of [Employee’s Name]’s most commendable traits is [his/her/their] ability to collaborate effectively with
colleagues. [He/She/They] bring[s] a positive and proactive attitude to team interactions, often taking the lead on
challenging tasks and offering insightful solutions. [His/Her/Their] ability to foster a supportive and productive
work environment has been instrumental in achieving our team’s goals.

In addition to [his/her/their] professional skills, [Employee’s Name] is known for [his/her/their] integrity and
commitment to ethical standards. [He/She/They] handle[s] responsibilities with honesty and transparency, earning
the trust and respect of everyone [he/she/they] work[s] with. [He/She/They] also continuously seek[s] opportunities
for personal and professional growth, which reflects [his/her/their] commitment to [his/her/their] career and the
organization.

I wholeheartedly endorse [Employee’s Name] for any opportunity [he/she/they] may be pursuing. [He/She/They] is
a dedicated and capable professional who will undoubtedly bring value and excellence to any role. If you have
any questions or require further information, please do not hesitate to contact me at [your phone number] or
[your email address].

Thank you for considering this reference.

Sincerely,

[Your Signature]
Lily Scott


