
Objective:	 Next year you’ll be needing several letters of recommendation, so here’s your chance to practice, plus 
you may need these for other things like job applications.
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April 18, 2005

Aberdeen Timberland Library

121 East Market

Aberdeen, WA 98520

To Whom it May Concern:

This letter provides me the opportunity  to recommend my volunteer , Jennifer Alistair, for 

the position of  Librarian Assistant at the Main Library in the Grays Harbor County, Timber-

land Public Library System.

Jennifer came to us as a volunteer and first worked with our Reference  Librarian. After two 

years she was promoted to part-time paid assistant, a  position she has performed well in.

With her digital communications class at the high school,  Jennifer has been invaluable as we 

have transitioned to a digital  environment. 

She worked closely with our committee who re-engineered our Information Management 

and Delivery System two years ago.  She also worked on the follow-up committee that 

oversaw the implementation  of  changes. Through her efforts and those of  others on the 

committees,  county-wide we are slated to save more than $2 million dollars annually while 

simultaneously providing much improved, state-of-the-art services to  patrons.

Jennifer is well prepared for the social  interplay that goes hand and hand with the assistant’s 

job. She displayed  an infectious zeal during her volunteer work and was very  popular 

with the public. Through her committee work she has also shown  considerable ability for 

managing disparate forces both inside and outside  the library.

Jennifer is rightly seeking additional  challenge and since there are currently no opportuni-

ties in our system it  is only natural for her to look elsewhere. For this I commend her.

Bright, dedicated and skilled, Jennifer  garners my unequivocal recommendation. She is 

ready and fully prepared to  assume the duties of  Librarian Assistant at your library.

Sincerely,

Amanda Wrigley

Director, Central Library

Letter of 
Recommendation
This section should include all letters of 
recommendation you have received through 
work, school, and volunteer experiences.  
These letters can come from teachers, coun-
selors, employers, or other individuals willing 
to give a good recommendation.

A letter of recommendation should include 
an assessment of:

  academic strengths
  job-related skills and experiences
  dependability and punctuality
  honesty and integrity
  problem-solving skills
  initiative
  ability to work as a positive, 

        contributing member of a team

How to Ask 
for a Recommendation
1.	 Don’t ask “Could you write a letter of refer-

ence for me?” Just about anyone can write 
a letter. The problem can be what they are 
going to write about. Rather, ask “Do you 
feel you know my work well enough to 
write me a good recommendation let-
ter?” or “Do you feel you could give me 
a good reference?” That way, your refer-
ence writer has an easy out if they are not 
comfortable writing a letter and you can 
be assured that those who say “yes” will 
be enthusiastic about your performance 
and will write a positive letter. Offer to 
provide an updated copy of your resume 
and information on your skills and experi-
ences so the reference writer has current 
information to work with.

2.	 If a reference writer accepts, provide them 
with your resume.  This will aid your writer 
in preparing the recommendation for use 
in college applications or employment.

3.	 THANK your writer for taking the time to 
write the letter!

How to get it done:
Secure one letter of written recommendation or a work ethic evaluation form (attached) from a teacher, guidance counselor, 
employer, and/or other individuals willing to give a good recommendation and include it behind this activity page. Secure 
a letter that relates to your plans after high school.  For example, if you plan to enter the workforce then secure a letter that 
addresses job related assessments, but if your plan is to attend a college then secure a letter addressing college related 
assessments.

Be KIND! 
Ask your letter 

writer at LEAST a week 
in advance. Hey, 
they’re busy 
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Student’s Name:

Work Ethic Traits
Exceeds 
Expectations

Meets 
Expectations

Needs 
Improvement Unacceptable

Attendance:
Attends class; arrives & leaves on time; notifies instructor 
in advance of planned absences; completes assignments 
on time; takes exams at scheduled times; completes 
exams within scheduled time limits.

Character:
Displays loyalty; honesty; trustworthiness; dependability; 
reliability; initiative; self-discipline; self-responsibility; 
academic; and integrity.

Teamwork:
Respects the rights of others; respects confidentiality; 
is a team worker; is cooperative; is assertive; displays 
a customer service attitude; seeks opportunities for 
continuous learning; demonstrates mannerly behavior in 
interactions with students and instructor; and respects 
the rights of others.

Appearance:
Displays appropriate dress; grooming; hygiene; and 
etiquette; respectful of others in written and oral 
communications.

Attitude (Critical Thinking):
Demonstrates a positive attitude; appears self-confident; 
has realistic expectations of self; demonstrates problem-
solving skills; ability to reason; able to troubleshoot; uses 
technical support systems appropriately.

Productivity:
Follows safety practices; conserves materials; keeps work 
area neat and clean; follows directions and procedures; 
makes up assignments punctually; and participates.

Organizational Skills:
Manifests skill in prioritizing and management of time 
and stress; demonstrates flexibility in handling change.

Communication:
Displays appropriate nonverbal (eye contact; body 
language) and oral (listening; grammar) skills; contacts 
instructor to report problems; asks appropriate questions 
related to assignments; and interacts with instructor and 
other students well.

Additional Comments:

Evaluator’s Name (please print): Position:

Evaluator’s Signature: Date:

Evaluation Form


