Sample reference letter to a previous or current employer

Dear 
Your name has been given as a referee by ………………………………….., who has applied for the post of Personal Assistant.  
I would be grateful if you could supply a reference, paying particular attention to the following:
· employee’s attendance record
· general state of health
· sickness record in the last year
· reliability and punctuality
· understanding of and ability to maintain confidentiality
· ability to accept and follow instructions
· ability to work on their own initiative
· has the employee been subject to any disciplinary procedure?
· would you re-employ this candidate?
I would appreciate your early reply and thank you for your assistance.
Yours sincerely
