(Sender's Name) Christopher Joseph


(Sender's Address, Line 1) Blueberry Lane
(Sender's Address, Line 2) Park Avenue, Illinois
(Sender's Phone Number) 020-8975469078
(Sender's Fax Number)      061-5647390002                                    
(Sender's E-mail Address) goalmarketing@gmail.com      

(Today's Date) 29/10/2009                 

(Recipient's Name)  John Duan               
(Recipient's Address, Line 1)  McKenzie Road
(Recipient's Address, Line 2)  Pennsylvania    

Dear John (Recipient's Name or To whom it may concern)

It is indeed a pleasure to recommend John Brown for the position of marketing head in your company. John joined my company as a fresher for the post of a sales agent and has proven his sharp sales skills since beginning. Recently, he has been a marketing manager of three branches of our firm and has shown extraordinary performance by making record breaking sales in all the three branches. 

John has excellent leadership traits and communication skills, not to mention a burning desire to be productive and prove his mettle in the firm. John is also a good team player and has been  phenomenal in motivating the employees in the times of poor sales and harsh economy. During his tenure of four years, John has been helpful in increasing the sales of the firm and has come up with initiatives that have mostly worked in the favor of the company. His ideas for growing the sales every month has been a crowd puller, helping the firm scale new heights in the field of marketing. 

John is a hard working employee and has always been a soft spoken person with a bright smile on the face. I personally recommend John Brown for the post of marketing head. John will surely be an asset for your firm. In the future, if I can be of any assistance in giving more information regarding the work of John Brown, do not hesitate to contact me.

Yours Sincerely, 

(signature)

Christopher Joseph

CEO, Goal Marketing Pvt. Ltd.,

Illinois

(Sender's Name and Title)

Note: The Names, addresses and other details in red color are fictitious and are used just for better explanation.

