To,
Charles 
HR Manager
Fortune Enterprises Limited
Birmingham
UK
25th May, 20XX
Subject: Work reference letter
Respected Sir,
With much delight, I, Jacob Watson, Sales Head of Marine’s Enterprises Limited, am writing this letter to refer Mr. Jacky Leo to work at your esteemed organisation. I have no hesitations in recommending him for the post of a sales executive and I am pleased to promote his candidacy for the same. I was his direct supervisor during his employment at Marine’s and have personally known him for the last 4 years.
Mr. Jacky Leo has earned great reputation in the field of sales industry. With excellent communicational skills, decisive powers, analytical abilities and a clear vision towards his work, he has always received appreciations from the Board of Directors of my company. He will be an excellent candidate for the post of a sales executive as he is well aware about the duties that he needs to perform, familiar with the measures and facts that are needed to launch sales plans and hence contribute effectively towards the growth.
I am confident that Mr. Jacky would prove to be an asset to your sales team. If you need any kind of information, please feel free to contact me on 4930493.
Thanking you.
Sincerely,
Jacob Watson
Sales Head
Marine’s Enterprises Limited

