
Letter of Recommendation for Secretary 
 
 
 
 
 
Dear [Employer/Hiring Manager], 
 
I am writing to highly recommend [Name] for the position of secretary at your company. As 
her former supervisor at [Company Name], I had the pleasure of working closely with 
[Name] and can attest to her exceptional skills and qualities. 
 
[Name] was a valuable asset to our team, consistently demonstrating a high level of 
professionalism, attention to detail, and outstanding organizational skills. She was able to 
manage multiple tasks and responsibilities with ease, always maintaining a positive and 
proactive attitude. 
 
One of [Name]'s greatest strengths is their exceptional communication skills. She has a 
natural ability to build strong relationships with clients and colleagues alike, and are always 
willing to go the extra mile to ensure that everyone's needs are met. Her friendly and 
approachable demeanor made her a valuable asset to our team, and I have no doubt that 
she would excel in a similar role at your company. 
 
In addition to her administrative skills, [Name] is also a quick learner and a team player. She 
has a talent for adapting to new situations and are always willing to lend a helping hand 
when needed. Her positive attitude and willingness to take on new challenges make them an 
asset to any team. 
 
Overall, I strongly recommend [Name] for the position of secretary at your company. She 
would be an excellent addition to your team and I am confident that she will exceed your 
expectations in every way. Please feel free to contact me if you require any further 
information or if you have any questions. 
 
Sincerely, 
 
[Your Name] 


