April 16, 20XX
To Whom It May Concern
I am writing to recommend Andy Cooper who was one of the most dedicated administrative assistant professional at Engineering Consulting Services. He was hired as an intern in May 20XX, climbed the ladder of success and became an administrative assistant after 2 years. Andy’s clerical and secretarial acumen is a real treasure from which my company has benefited from for many years.

Before his joining, we were merely far behind as far as technology was concerned. Soon after he was hired, he introduced and implemented a digital filing and email system that not only reduced the time of handling professional communications, but also made things much easier for other employees of the company. His knowledge of administrative systems work has been a true asset to us. As a leader, he is invincible as he is able to take initiative and delegate work to just the right people and knows how to follow up effectively.

In short, Andy’s high caliber and deep administrative expertise set him well above others. I genuinely recommend him for an administrative position with your company. If you need further information regarding Andy, please feel free to call or email me.

Sincerely,

Justine Brown
CEO – Engineering Consulting Services
637 Old Lee Road
Merrifield, VA 22192
