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LETTER OF RECOMMENDATION

Letters of recommendation are often used only for graduate school applications and rarely used for full-time positions.
They should come from an academic or professional reference, not a personal reference.

e Be POLITE in asking for recommendation letters, remember this person is doing you a favor.
e Ask for your letters WELL in advance. (If there is a deadline, let the person know.)
e Ask for the letter to be on company letterhead.
e Provide each person writing a letter with:
e Your current resume (including your contact information).
o Alist of specific areas of expertise, awards, and skills you would like them to focus on.
¢ Your career ambitions (if you wish the letter to be tailored to a specific industry or job focus).
e Provide the person with detailed instructions on how to submit the letter of recommendation:
e Is it being submitted electronically? Give the email address or website where it should be directed.

e |s a hard copy requested? Provide the reference with a pre-addressed and stamped envelope, but request
an electronic copy to keep for your records.

e Once you have the letter, be sure to make multiple copies or save for later use and to add to your portfolio.

e In some cases, the school or employer will request that letter be confidential, meaning you will not be permit-
ted to read the letter before it is submitted and you will not receive a copy.

e Follow up to ensure the letter has been sent, and as always...send a thank you note!

To make an appointment, contact: —_—
careerservices@middlesex.mass.edu TITIIX

Lowell: Cowan Center G02 MIDDLESEX

Community College

Bedford: Enrollment Building 106 BEDFORD + LOWELL



mailto:careerservices@middlesex.mass.edu

