LETTER of RECOMMENDATION

You may also come across the following names of the document: “Recommendation letter”, “Letter of reference”, and “Reference letter”. The “Letter of reference” differs from the “Letter of recommendation” by that it does not recommend the candidate for the post but only presents information about him.

Letter of recommendation is written to present an honest evaluation of the applicant personality and to give characteristics of his working abilities and qualifications. Its main aim is to present objective and helpful information about the candidate which is to help in making decision on whether or not to accept a candidate. As a rule, letters of recommendation are written in response to a request from the applicant or the prospective employer.

Letter of recommendation is written only in positive. It’s better when a reference knows the candidate quite well. The better the reference knows the candidate the more effective would be the recommendation.

Most employers are particularly interested in applicant’s proficiency and such qualities as communication, ability to work both in a team and independently, self-motivation, responsibility, and loyalty to the company. They want specifics, not generalizations. It is good to say that the applicant is hard-working but it should be backed up by some examples. Positive evaluation of a candidate may be reinforced by comparing and ranking him among other employees. It’s worth describing the candidate’s on-job accomplishments and achievements. General evaluation of the candidate’s skills as excellent, very good or good should be further justified by true facts or data.

A letter of recommendation is a confidential document and sometimes an applicant is not supposed to see it. It should be signed by a reference and bear his name, position, phone number, e-mail or post address in case a prospective employer would decide to check the information. A candidate can apply for a letter of recommendation to his former employer, supervisor, teacher, University professor, or colleague.

A letter of recommendation usually consists of three parts: the opening, the body, and the closing. In the opening of the letter there should be mentioned the name of the candidate, the position sought, how long the reference has been known the applicant and in what capacity as well as the confidentiality of the message.

In the body of the letter it is necessary to describe the applicant’s qualifications, job performance, accomplishments and achievements, evaluate his positive qualities and potential.

In the closing part there should be an overall evaluation of the candidate and his ranking comparing with other employees in similar positions. There may be also a statement in which a reference remarks that in case the applicant returns to the company they would rehire or re-employ him.

Comments applicant — претендент, кандидат
prospective employer — будущий (потенциальный) работодатель
a reference, a recommender —лицо, дающее рекомендацию
proficiency — опытность, умение, мастерство
self-motivation — наличие жизненной программы (цели)
specifics — конкретика
confidential — конфиденциальный, секретный
in what capacity — в каком качестве, в какой роли
overall — полный, общий
Task 1. Study the model of the letter of recommendation, compose your own one accordingly, refer to task 3.
MODEL LETTER OF RECOMMENDATION
Date
Addressee’s name
Position
Address
Salutation: (Dear Mr/Ms/ To whom it may concern)
RE: /Reference for/Recommendation of (applicant’s name)
Opening: (name of the candidate and the position sought)
Body: (description of qualifications, accomplishments and qualities)
Closing: (summarizing and general evaluation)
Parting

Signature

Name of a reference

Job title/position

Phone number/fax/e-mail/address

Task 2. Fill in the blanks with appropriate words in the letter of recommendation.
LETTER OF RECOMMENDATION
Mr. Wagg 







for Lance Oliver

20 April, 2003
At the request of L. Oliver I submit this __________ information in support of his __________ for the position of sales manager.

Mr Oliver served under my _____________ as a sales representative. He was in _________ of many customer service programmes.

Mr Oliver is a good ____________. He got along well with fellow employees and managers. Mr Oliver has a most pleasant __________. He is polite, tactful, and friendly. In my __________, he would be an __________ to your company. Were he to return to us, we would be glad to ___________ him.

Curie Morison,
Director
ABC Corporation
Tel.: 221-1617

Task 3. Study the vocabulary; use it to diversify your letter of recommendation.
adaptable — способный быстро адаптироваться
ambitious — честолюбивый, амбициозный
broadminded — с широкими интересами, кругозором
cheerful — приветливый
co-operative — способный к сотрудничеству
creative — творческий
entrepreneurial — с предпринимательской жилкой
flexible — гибкий
friendly — дружелюбный
good natured —доброжелательный
hardworking — трудолюбивый
intellectual — умный, мыслящий, интеллигентный
reliable — надежный
resourceful — изобретательный
responsible — ответственный
self-confident — уверенный в себе
self-motivated — с собственной жизненной программой (целью)
sociable — общительный, дружелюбный
supportive — способный оказать поддержку
tactful — тактичный
trustworthy — достойный доверия
zealous — добросовестный, старательный
Tips
One page is sufficient.

Quality, not quantity, what is important.

Be specific, do not generalize; support your statements with facts and concrete examples.

Be honest.
Be positive.

Use “confidential” in the first phrase.

Sign the letter.

Give easily accessible contact number.

Write in standard English with perfect spelling and grammar.
Make attractive layout.

FUNCTIONAL LANGUAGE Letter of Recommendation

	At the request of ... I submit this confidential information ...
	По просьбе ... я предоставляю эту конфиденциальную информацию...

	I am pleased to respond to Mr. ... request for a reference regarding his application for the position of…
	В ответ на просьбу г-на ... я с удовольствием даю рекомендацию в связи с поданным заявлением на должность...

	His excellent command of English and oratory skills are obvious.
	Его прекрасное знание английского языка и ораторские способности очевидны.

	In the previous year he began serving at the...
	В прошлом году он начал работать в...

	His tasks at the time were...
	В это время в его задачи входило...

	It quickly became evident that he is extremely knowledgeable about...
	Скоро стало очевидным, что он чрезвычайно много знает о ...

	During the working period he demonstrated enthusiastic individual approach combined with pioneering spirit.
	За время работы он проявил индивидуальный, полный энтузиазма подход в сочетании с инициативным характером.

	He has introduced several innovations into the technological process of production ...
	Он внес несколько новаторских решений в технологический процесс производства

	Mr...’s talents go far beyond…
	Способности г-на … выходят далеко за рамки...

	Не is always willing to share his experience and knowledge with other members of the staff.
	Он всегда готов поделиться своим опытом и знаниями с другими сотрудниками.

	In conclusion I should mention that he is extremely responsible.
	В заключение я должен отметить, что он очень ответственный.

	Не always completes his tasks promptly.
	Он всегда выполняет задания надлежащим образом.

	Не is always cordial and professional in his relations with our staff.
	Он всегда душевный и компетентный в отношениях с сотрудниками.

	In my opinion, he would be an asset to your company.
	По моему мнению, он будет находкой для Вашей компании.

	I truthfully recommend.../It is my pleasure to recommend…
	Я с удовольствием рекомендую...

	I am pleased to recommend…
	Я охотно рекомендую…

	I heartily recommend…
	Я искренне рекомендую…

	I recommend ….
without reservation.
	Я рекомендую ... без всяких сомнений.

	Therefore, I can recommend Mr… without any hesitation.
	Таким образом, я могу рекомендовать г-на ... без всяких сомнений.

	Were he return to us, we would be glad/pleased to rehire him.
	В случае его возвращения мы будем рады снова принять его на работу


A Sample Letter of Recommendation

Ian Pierson
Head of Personnel Development Department
International Renaissance Foundation
10, Lermontov Street,
Pyatigorsk, 012300

Dear Mr. Pierson,
Mrs. Tatyana Bespalova, whom your organization is considering for the position of part time interpreter, requested that I submit this confidential information at her request.

Tatyana started working with us four months ago, soon after receiving her B.A. degree. During this time she distinguished herself by:

1. Professionalism. All the official translations she has done for our company were impeccable. More than once she worked as an interpreter at business meetings with our partners and proved herself as a highly qualified employee.

2. Excellent communication skills. As a secretary, Mrs. Tatyana Bespalova attended our clients personally and by phone and was always very polite and convincing. Her flexibility and ability to learn fast makes her an excellent team worker.
3. Responsibility. Tatyana efficiently dealt with every task we gave her and showed a surprising ability to work under pressure.
Mrs. Tatyana Bespalova is one of the most conscientious employees I have supervised. Were she return to us, we would be pleased to hire her again. If you need additional information, call me at 41 -9901. Yours sincerely,

_______________

Gustavo Jorge Berges

Vice President

ASTAMedica, Russia
PAGE  
5

