Promotion Recommendation
Letter for a Project
Coordinator

John Smith

Project Manager

XYZ Corporation

1234 Market Street

San Francisco, CA 94103

March 7, 2024

Samantha Brown
Director of Operations
XYZ Corporation

5678 Business Ave.

San Francisco, CA 94104

Dear Samantha Brown,

| am writing to wholeheartedly recommend Emily Johnson for the position of Senior
Project Coordinator within our organization. Having had the privilege of working closely
with Emily over the past three years, | have witnessed firsthand her exceptional

capabilities, dedication, and the positive impact she has had on our team and projects.

Emily has consistently demonstrated a remarkable ability to manage complex projects
efficiently. Her attention to detail, organizational skills, and ability to coordinate tasks
and teams have significantly contributed to the success of our projects. For instance,
her leadership in the recent ABC Project led to its completion three weeks ahead of

schedule, under budget, and with accolades from the client for exceeding expectations.
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Beyond her technical skills and project management acumen, Emily possesses a natural
ability to inspire and motivate those around her. Her positive attitude, commitment to
excellence, and collaborative spirit have greatly enhanced team cohesion and
productivity. Her initiative to lead by example and mentor junior team members has
fostered an environment of continuous learning and improvement within our

department.

Emily's contributions extend beyond her immediate responsibilities. She has actively
participated in cross-departmental initiatives aimed at improving company-wide project
management methodologies. Her insights and feedback have been instrumental in the
development of new strategies that have increased efficiency and client satisfaction

across the board.

In consideration of her outstanding performance, leadership qualities, and the tangible
positive impact she has had on our projects and organization as a whole, | firmly believe
that Emily Johnson is exceptionally well-suited for the role of Senior Project
Coordinator. Her promotion would not only recognize her invaluable contributions but

also position our team for continued success and innovation.

Thank you for considering my recommendation. | am confident that Emily will excel in
this new role and am available to discuss this further should you require any additional

information or insights.
Sincerely,

John Smith
Project Manager

XYZ Corporation
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