Company Name  (Please print on Company letterhead with logo if one exists)
Street Address

Fredericton, NB

Postal code

Date  (December 16, 2018)

Dear Sir or Madam:

This letter is in reference to (Student name).  I would highly recommend (him/her) for employment.  (S/he) is bright, enthusiastic and pleasant to work with.

(Student Name) completed the Cooperative Education Program through Leo Hayes High school at (company name and department if applicable) in December 2018 and performed exceptionally well.

S/he had a lot of hands-on experience working in the field of (job title/description).  S/he worked at a number of different jobs/departments learning the roles and responsibilities of each position and through it all s/he worked with exceptional communication, organization, team working, and individual tasks.
(Student name) ‘s experience here has shown that S/he is a confident, organized, dependable, and capable student.  S/he works independently and shows initiative.  I would recommend (Student's name) for any position you would offer them.
Please feel free to contact me if you have any further questions.

Sincerely,

(Signature)

(Name of Supervisor)

(Title of supervisor)

(Name of Company)
