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Lecture 7
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  Hello and welcome to your seventh lecture.  In this lecture you will learn the following things:

Today we shall continue and complete the remaining letters that are related to recruitment or employment.

Reference letter

Let us suppose you are a referee and you have to write a reference letter for a job applicant.  Now in preparing the reference make sure you answer the following questions for the job applicant:
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How long have you known the job applicant?
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In what capacity have you known the job applicant?
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What is the level of competency of the worker?
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What qualification has the job applicant got?
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How good was the performance of the job applicant in previous work? 
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What kind of attitude does the job applicant have?
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What kind of character does the job applicant have?
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What personal qualities does the job applicant have, such as, whether the applicant is sociable, pleasant, courteous, helpful, friendly etc.?

When you have answered the above question positively, and then give a good recommendation.


Have a look at page 


of your book to see the sample of a reference letter.

In this illustration of a reference letter you can see that Miss Pamela Rashidah is giving a high recommendation for Miss Adrienne Langston.

Look at the body paragraphs.  You can see that in the opening paragraph Miss Pamela Rashidah acknowledges the request to write a reference of Miss Langston with thanks.

Then in the second paragraph Miss Rashidah states how long she has known Miss Langston and in what capacity and also some background information.

In the third paragraph Miss Rashidah gives some detailed information about the qualifications, competency, attitude and work performance of Miss Langston.

In the fourth paragraph Miss Rashidah gives some more information on the appreciable personal qualities of Miss Langston.

Lastly, Miss Rashidah confidently gives a very high recommendation for Miss Langston.

Testimonial or letter of recommendation

At times the recruiting organization may ask for testimonials from a reliable third party.  Usually this third party is the former employer of the job applicant.

Suppose that you are a former employer of a person who is now seeking a job in another organization.  Now you have to draw up a testimonial for this former employee of yours.

You can answer the same questions as you have seen above for the reference letter to draw up the testimonial.

But there are some differences between a reference letter and a testimonial.
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The main difference between the reference letter and the testimonial is that the reference letter is addressed to some specific individual or department.  Thus, it is a personalized letter, which is usually given upon request from the recruiting organization.
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The testimonial is not addressed to any specific individual or department.  Rather it is a general testimony of the attitudes, behavior, work performance, character etc of the person for whom it is written.  Thus, in place of a salutation it is headed “TO WHOM IT MAY CONCERN”
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Just as the testimonial has no salutation, it has no inside address or complementary closing either.


Please refer to page


 of your book to have a better understanding of how to write a testimonial.

Look at the illustration of a testimonial carefully.  It is a testimonial from the former employer of Miss Adrienne Langston named Mrs. Helen Bradley, Administration Manager of Nottingham Technical College.

You can see that there is no inside address and no salutation.  In their place is giving a heading, which reads “TO WHOM IT MAY CONCERN.”

Then the writer Mrs. Helen Bradley is testifying to how long, where and in what position Miss Langston worked.

Mrs. Helen also mentions the duties Miss Langston performed in detail in the following paragraph.

In the next paragraph Mrs. Helen continues with what attitude and quality Miss Langston performed the duties of her work.

Then she highlights Miss Langston’s personal qualities.

Lastly Mrs. Helen gives a good recommendation for Miss Langston.

You can see that the testimonial has no complementary closing.

Offer letter for employment

After all the stages of applying, interviewing, and reference checking the recruiting organization may finally select some applicants for the vacant jobs.

At this stage the recruiting organization has to write offer letters for employment.


Along with the offer letter a separate formal contract of employment may be enclosed.  It is sent for signing by the applicant if he/she accepts the offer.  The formal contract of employment states the terms and conditions of employment.

Sometimes the job description is also sent as enclosure with the offer letter.


Now please refer to page 


of your book to see a sample offer of employment.

Here is the illustration of the offer of employment to Miss Adrienne Langston written by Mrs. Louise Dunscombe, Human Relations Manager of Aurora Holdings plc.


Look at the body paragraphs of the letter.  You can see that the opening paragraph gives thanks for attending the interview.

Then Mrs. Dunscombe gladly gives the good news of the offer of employment of Miss Langston.  The date of starting on the job is also mentioned.

In the third paragraph Mrs. Dunscombe gives information on the enclosed job description and contract of employment.

In the fourth paragraph she requests Miss Langston to give written confirmation about acceptance of the offer.

Additional details and instruction are also provided for Miss Langston so that she knows clearly what to do next.

Lastly, Mrs. Dunscombe ends with a welcoming note to Miss Langston on her new job.

Refusal of employment

Often the recruiting organization has to say ‘no’ to job applicants after applicants have completed all application formalities and sat through interview sessions.


If you are in the position to refuse an employment opportunity in your organization you should do so very tactfully.
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You have to remember that a refusal letter is a negative letter and therefore, you should consider these points while preparing letters of refusal of employment.
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Thank the job applicant for showing interest in your organization.
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Give details about what a though competition it was among the job applicants.  Also tell that almost all were really very qualified.
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Present facts to support your view that the job applicant is really qualified and must be a very good performer and do not make it sound as if bluffing or cynical.
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Present a cause and relate that despite all the good qualities of the job applicant, since your vacancies are limited you had to make a thought choice of selecting only a few candidates.
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If possible keep the job applicant on a short list for future and let the applicant know of this fact.
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Show a warm and good wishing for the job applicant.

You must be very careful in your tone of writing such a negative letter as a refusal of employment.  It is a disappointing letter.  But try not to disappoint your reader too much by being honest, logical and sympathetic to the reader.

Letter of acceptance

If the job applicant agrees to accept a job offer then he/she has to do so by giving a letter of acceptance.


A letter of acceptance is a letter through which the job applicant formally accepts the offer of a job in an organization.

You should write the letter of acceptance in short.  In it you simply give written confirmation that you accept the job offer.


Please refer to page 


of your book to see a sample of a letter of acceptance.

In this illustration you can see that Miss Adrienne Langston is accepting the job offer of Aurora Holdings.


Look at the body paragraphs.  You can see that Miss Langston first thanks for the job offer.

In the following paragraph Miss Langston confirms her acceptance of the job offer.

In the last paragraph Miss Langston concludes appropriately by showing interest in the job.

Letter of Resignation

When a jobholder wants to resign from a current job then he/she has to draw up a letter of resignation.


If you are writing a letter of resignation you have to do so with care.  You must not be abrupt or rude in your approach before leaving.


Please refer to page 


of your book to see an illustration of a letter of resignation.

In this illustration you can see that Miss Adrienne Langston is resigning the job of Nottingham Technical College.

Look at the body paragraphs.  You can see that Miss Langston first gives reference to previous communication and regrets having to resign the job of Nottingham Technical College.  She gives one months notice of resignation and states the last date of work.

In the following paragraph Miss Langston tactfully and courteously expresses the good feelings, experiences and benefits that the job she is leaving has given her.

In the last paragraph Miss Langston concludes appropriately by showing gratitude to the reader.
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What is the reference letter and how is it made?


What is the testimonial and how is it made?


How is the offer of employment made?


How is the refusal of employment made?


How is the letter of acceptance written?


How is the letter of resignation written?
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Offers for employment are formal letters by recruiting organization offering employment opportunities to selected job applicants.
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Refusal letters of employment are formal letters by recruiting organization refusing employment opportunities to unsuccessful job applicants.





Letters of acceptance of employment are letters by job applicants, which are written for formally accepting the employment opportunity in the recruiting organization.
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 A letters of resignation is a letter by which an employee formally declares that he/she will withdraw from the current job.
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