June 20, 2014
 
To Whom It May Concern
Kayla Tennyson is an energetic young woman who worked for ABC Company in different secretarial capacities. Owing to her self-confidence and ability to handle a multitude of office duties in a professional manner, she was quickly offered a permanent position as an office assistant in early 2011.
Kayla has been a big asset of ABC Company ever since she started her work with us. She can work with minimal supervision and able to ensure that her work shows efficacy. Her position required her to meet many people every day; since she is a people person at the core and has exceptional communication skills, she is known as the “face of the company.”
At ABC Company, she introduced a state of the art filing and record keeping system which has saved us both time and money. Being a responsible employee, she has been a great source of information between different departments within the company and has worked diligently to fulfill all her responsibilities.
I highly recommend Kayla for a similar office assistance position as I believe wholeheartedly that she will exceed employer’s expectations. Please feel free to contact me for any further information that you may need in order to process her job application.
 
Sincerely,
Abbey Fullerton
(Manager Human Resources)
ABC Company
(222) 222-2222

