Madrid, 20th July, 2006

To Whom It May Concern: 

I highly recommend **** as a candidate for your Customer Services Department. He/she worked for me from April 2002 to October 2003 in the UK. 

While studying in the UK, **** worked as CS Agent and his/her performance was always outstanding.
I have known him/her for X years and he/she has a wonderful rapport with people and works well within a team. His/her ability to connect with his customers and his/her talent at explaining simple concepts, as well as more technical issues, are both truly superior.
He/she has excellent written and verbal communication skills -both in English and Spanish- is extremely organised, reliable and computer literate. **** can work independently and is able to follow through to ensure that the job gets done. He/she accomplishes these tasks with great initiative and with a very positive attitude. 

I recommend **** to you without reservation. If you have any further questions with regard to his/her background, please do not hesitate to contact me. 

Yours faithfully, 

Mr Broadbent
 (paste one of your business cards here)
