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First paragraph: Firstly, present the person you are recommending, mention the position for which he/she is applying for, present the nature of your relationship with the applicant and also present for how long you have known him/her.
I would like to recommend Mr. / Mrs. ……….. as a candidate for the position of …. within …… . Mr. / Mrs. ……… has been realized his / hers EVS (European Voluntary Service) stage in our association ………… from ………… until …….. within the project …….. .
Second paragraph: Present the competences that the applicant has acquired during his/hers EVS. You can write only the main developed competences or the competences that are relevant for the job description for which he/she has applied for. 
e. g.:

· learning to learn: 

Mr./ Mrs.  ……….. is is able to evaluate his / hers own learning outcomes  due to the activities developed during his / hers EVS stage, activities like ……………..  . 

· social competences: 
Due to the activity …….. developed during the EVS stage, Mr. / Mrs.  ………… is positive and open, and has an objective attitude toward others.

· org. competences:  

Mr./ Mrs.  ……….. is able to perform a large number of tasks simultaneously / to select and clearly define working methods due to the activities developed during his / hers EVS stage, activities like ……………..  . 
· teamwork: 

Due to the activity …….. developed during the EVS stage, Mr. / Mrs.  ………… possess the ability to operate smoothly and efficiently in a group / is able to participate in brainstorm meetings in order to get creative ideas flowing. 

· sense of initiative: 

Due to the activity …. developed during the EVS stage, Mr. / Mrs. is able to run ideas into action / is able to manage crisis and unexpected situations effectively.

· leadership:

Mr./ Mrs.  ……….. possess autonomous approach to work due to the activities developed during his / hers EVS stage, activities like ……………..  . 

· communication: 
Due to the activity …. developed during the EVS stage, Mr. / Mrs. is able to express his / hers statements in a clear and understandable way. 
· problem solving:
Due to the activity …. developed during the EVS stage, Mr. / Mrs. is able to detect and recognize a problem, and define it. 

· self-management:

Mr./ Mrs.  ……….. is able to adhere to deadline due to the activities developed during his / hers EVS stage, activities like ……………..  . 

Third paragraph: To close this letter of recommendation, you can give your closing statement. You can state that you would employ this person and you can also give positive statement about this person will be a great employee for the new company, emphasise one or two qualities of the applicant that are relevant for the job description. 
Taking in consideration Mr. / Mrs. ….. as our volunteer, I can highly recommend him / her for the opportunity that you have available. He / She has proved to be more …… / to develop his/hers ability to ……  . 
Contact information:  It is also helpful if you share your phone number and email address. State your eagerness to give additional perspective about the person.

If any future information are required, I am happy to provide them.
Yours faithfully,
SENDER


DATE & PLACE





RECIPIENT / TO WHOM IT MAY CONCERN
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