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 معاينة: خطاب توصية احترافي

خطاب توصية احترافي
يتم استخدام خطاب التوصية الاحترافي من قبل مقدم طلب الوظيفة المحتمل عند التقديم للوظيفة في شركة مختلفة. عادةً ما يكتبه مشرف سابق، يسلط هذا الخطاب الضوء على المهارات والصفات الشخصية لمقدم الطلب المرتبطة بالمنصب الوظيفي الذي يتقدمون إليه. شارك خطاب التوصية المهني هذا عبر البريد الإلكتروني، والذي يمكن للمستلم بعد ذلك تعبئته والتوقيع عليه من أي جهاز. بمجرد التوقيع، سيتم إرسال مستند PDF النهائي تلقائيًا إلى صندوق الوارد الخاص بك ليكون جاهزًا لتقديمه إلى مدير التوظيف.قم بإجراء تحديثات لخطاب التوصية المهني هذا في ثوانٍ دون أي ترميز. باستخدام أداة السحب والإفلات من Jotform، يمكنك بسهولة إضافة حقول النموذج أو إزالتها، واختيار خطوط وألوان جديدة، وتخصيص رسائل البريد الإلكتروني الآلية، وغير ذلك الكثير. احصل على وظيفتك الكبيرة التالية مع خطاب توصية احترافي مجاني وقابل للتخصيص بالكامل من Jotform. إذا كنت ترغب في إجراء عملية التوقيع الخاصة بك عبر الإنترنت، فقم بإنشاء مستند توقيع إلكتروني باستخدام Jotform Sign.
أعمال
استخدام القالبمعاينة





حول Letter of Recommendation Templates
خطاب التوصية هو خطاب مرجعي يضمن لشخص معين بناءً على خصائصه ومؤهلاته. سواء كنت صاحب عمل أو مدرسًا، فمن المرجح أنك تلقيت طلبات متعددة لكتابة خطابات توصية بالإضافة إلى عبء العمل المعتاد. بدلاً من قضاء وقت ثمين في صياغة رسائل جديدة من الصفر، استخدم أحد نماذج توقيع خطاب التوصية لإنشاء خطابات توصية مخصصة على الفور. ما عليك سوى ملء نموذج قصير بتفاصيل حول الفرد، ومشاهدة القالب وهو يحول تلك المعلومات إلى مستند PDF احترافي ومصقول مكتمل بالهدف التوقيع الإلكتروني! أو اطلب من الأشخاص ملء النماذج بأنفسهم — يمكنك بسهولة إعداد مجيب آلي يرسل على الفور رسائل توصية للطلاب أو الموظفين عبر البريد الإلكتروني.
يجب أن تصف خطابات التوصية الصفات الفريدة للفرد، فلماذا لا تجعل خطابات التوصية الخاصة بك تبدو فريدة أيضًا؟ باستخدام محرر PDF المجاني، يمكنك بسهولة تعديل نموذج خطاب التوصية الخاص بك ليتوافق تمامًا مع احتياجاتك — لا حاجة لأي برمجة. من خلال بضع نقرات فقط، يمكنك إعادة كتابة نص رسالتك، وتغيير الخطوط والألوان، وتحميل صورة خلفية جديدة، وحتى إضافة توقيعك وشعارك. مهما قمت بتخصيصه، سينتهي بك الأمر مع قالب قوي يحفظ الحروف المرجعية كملفات PDF مصقولة — يسهل تنزيلها وإرسالها بالبريد الإلكتروني وطباعتها والوصول إليها على أي جهاز. باستخدام قوالب خطابات التوصية الأونلاين، يمكنك قضاء وقت أقل في صياغة الرسائل المرجعية من الصفر، والتركيز على تقديم تقييمات مدروسة بعناية، والعودة إلى يومك دون تخطي أي شيء.

الأسئلة الشائعة
A letter of recommendation is a letter in which someone vouches for another person based on their characteristics and qualifications. If you’re a supervisor or teacher, for example, you’re likely often asked to write letters of recommendation, so you know how much time it can take.
Instead of spending valuable time drafting new letters from scratch, use one of our free letter of recommendation templates to create personalized letters of recommendation instantly. Simply fill out a short form with details about the individual, and the information will automatically be converted into a polished, professional PDF document complete with your e-signature.
Or you can have people fill out the recommendation forms themselves for your approval. You can easily set up an autoresponder that will instantly email students or employees their finished letters of recommendation.
Letters of recommendation need to describe an individual’s unique qualities, so why not make your letters look unique? Using our free PDF Editor, you can easily modify your letter of recommendation template to perfectly meet your needs — no coding required.
In just a few clicks, you can rewrite the body of your letter, change the fonts and colors, upload a new background image, and even add your signature and logo. However you customize it, you’ll end up with a powerful template that saves reference letters as polished PDFs — easy to download, email, print, and access on any device.
With our online letter of recommendation templates, you can spend less time crafting reference letters from scratch and instead focus on providing carefully thought-out assessments.
Who needs a letter of recommendation?
People need letters of recommendation for all kinds of situations. Common examples are students applying to a college or graduate program, employees applying for a new job or internal promotion, or tenants seeking recommendations from past landlords.
Athletic directors or coaches exploring a new opportunity might also request letters of recommendation, as well as various aspiring professionals looking to build their brand — from restaurateurs and real estate agents to dentists and lawyers.
To get a strong letter of recommendation, you need to ask the right person — like current and past clients, professors, mentors, or supervisors. You also need a  professional template like the following:
	Applying for a new job? Ask your former employer or manager to use this  employee letter of recommendation for a strong, influential endorsement.
	Considering a specific graduate program? Share this  letter of recommendation for student form with your professor.
	Trying to book more babysitting gigs in your neighborhood? Ask your current clients to complete this  babysitting letter of recommendation .
	Looking to get a letter of recommendation for a scholarship? Give this  scholarship letter of recommendation form to your guidance counselor, professor, or employer to fill out.

How should you ask for a letter of recommendation?
With the right tips and tricks in mind, asking for a letter of recommendation can be a low-stress, successful experience.
Here are three steps you should follow to maximize your chances of receiving a strong letter of recommendation:
	1. Pick the right person. While your mother or best friend would undoubtedly sing your praises, they usually aren’t the best people to ask. Choose someone who can speak to your professional or academic strengths, achievements (these may differ depending on what you’re applying for), soft and hard skills, and overall character — like a professor, guidance counselor, or former workplace supervisor.
	2. Do some of the work. Though asking someone to write a letter of recommendation can be seen as a compliment, it’s also a lot of work — especially if the person you’re asking already has a full plate or hasn’t taught or worked with you in a while. To make it easier for them, prepare a cheat sheet or folder full of information they can reference in the letter, like your academic transcripts, résumé, test scores, volunteer work information, and elevator pitch. These documents can help remind them why you’re the best candidate for the school or job.
	3. Ask politely. For optimal results, ask for the letter of recommendation in person (if time, physical distance, and health concerns allow, of course). Requesting one over the phone or via email or text minimizes the seriousness of the request, and it can result in time-consuming, unnecessary back-and-forth communication. An in-person request also allows you to give them your prepared brag sheet, nail down any additional details, or answer any of their questions to expedite the process.

In addition to this three-step process, remember to ask the individual in advance (give them at least a week or two), be concise during your request, thank them for their time, and keep them posted on the outcome. If they agree to write a letter of recommendation, they likely want you to succeed and will be delighted to hear the result.
How does a letter of recommendation differ from a letter of reference?
Though people sometimes use them interchangeably, a letter of recommendation and a letter of reference actually are quite different.
Of the two, a letter of reference tends to be more generalized. It typically starts with an informal greeting — like “To whom it may concern” or “Dear hiring manager” — and helps someone get an entry-level job or apply for school. Often, you can reuse letters of reference, at least until you gain more work experience.
A letter of recommendation also helps someone apply for a job or school, but it’s geared toward a  specific job or a  specific school. Letters of recommendation begin with a formal greeting addressed to the decision-maker and include clear-cut, relevant reasons explaining why the applicant is perfect for the particular position, school, or program. Because of their specificity, these letters aren’t reusable.
How to write a letter of recommendation? (Tips)
While letters of recommendation will vary slightly depending on who’s writing, requesting, and reading them, the strongest ones will contain many of the following elements.
 1. Formal greeting: A professional, direct greeting (spelled correctly) shows how much you value the reader’s time and how much you want this position. Don’t overthink it; a simple “Dear Dr./Mr./Ms./Mrs./Mx. ___” will suffice. But be sure to get the honorific right.
 2. Introduction: Next, state the candidate’s name and what they’re applying for. It’s also smart to briefly introduce yourself and who you are in relation to the applicant. This allows the reader to quickly understand why you’re writing the letter of recommendation.

 3. Candidate overview: As the crux of the letter of recommendation, this section should clearly explain why the candidate deserves the job or admission to the school — including detailed information about their character traits, skills, and work ethic. If you want to set your letter of recommendation apart from others, end this section with a personal anecdote. Showing is more powerful than telling, so including a specific example of when the applicant did an outstanding job on a project or helped a colleague meet a deadline can really drive your recommendation home.

 Closing statement and signature: Before signing, bring your letter to a close with a simple but effective statement to reiterate what you’ve already highlighted. When you sign the letter of recommendation, it’s also smart to include your official title and contact information in case the hiring manager needs to reach you.

You can type out a letter of recommendation and include the above elements, but for more convenience, choose an  online form builder . Letter of recommendation templates are an easy way of doing this. With Jotform’s intuitive interface and drag-and-drop functionality, you can create, customize, share, and even e-sign a stellar letter of recommendation in minutes. This popular platform allows you to streamline and standardize the entire letter of recommendation process — whether you’re writing a letter for an employee, student, or tenant.
In a nutshell, here are the tips for every step when writing a recommendation letter:
Introduction: Start by introducing yourself and your relationship with the person you're recommending.
Purpose: Clearly state the purpose of the letter and specify the opportunity or position the person is applying for.
Specific examples: Provide concrete examples of the person's skills, accomplishments, and unique qualities relevant to the desired opportunity.
Structure : Organize the letter into paragraphs, each focusing on a specific aspect or trait. Maintain a logical flow throughout.
Positive tone : Maintain a positive and professional tone throughout the letter, emphasizing the person's strengths and achievements.
Personal anecdotes : Share relevant anecdotes or stories that highlight the person's character, work ethic, or leadership abilities.
Comparisons : If appropriate, compare the person to others in similar roles or situations to provide context and demonstrate their exceptional qualities.
Address weaknesses : If necessary, address any weaknesses honestly and constructively, offering suggestions for growth.
Conclusion : Summarize your recommendation, reiterating your confidence in the person's abilities, and offer your contact details for further inquiries.
Which items make a letter of recommendation even stronger?
While all of the above items are necessary for an impressive letter of recommendation, many experts believe these three elements are the most important:
 1. An authoritative, familiar letter writer: For a compelling letter of recommendation, choose someone of authority — a professor or former manager, for example, over a friend or colleague — who knows you very well. The more they can speak to your strengths and skills, the higher your chances are of finding success.
 2. A personal anecdote: Reading about reliable, hardworking, and friendly candidates can get old after a while, which can lead to feelings of déjà vu for the hiring manager. But if your letter of recommendation has a specific example or two citing  why you’re reliable, hardworking, or friendly — perhaps you frequently cover shifts for colleagues in need or single-handedly devised and executed a plan to cut down your customer service wait times — your application may rise to the top.
 3. A cheat sheet: At the end of the day, no one knows you better than you know yourself, so it’s important to provide your letter writer with a rundown of your level of education and professional accomplishments. Not only will this short statement help them highlight specific elements you’d like to include — ones that best align with the job or school you’re applying for — but it can also help jog their memory to a specific time that you demonstrated your listed qualities.
How long should a letter of recommendation be?
Though a good letter of recommendation should contain all of the aforementioned elements — formal greeting, signature, and contact information — it shouldn’t be longer than a page. It should be tight and focused, clearly and succinctly explaining why you deserve the job or admission, etc., over everyone else, while simultaneously respecting the time and attention of the person reading the letter.



هذه القوالب هي نماذج مقترحة فقط. إذا كنت تستخدم نموذجًا كعقد، أو لجمع بيانات شخصية (أو بيانات الرعاية الصحية)، أو لأي غرض آخر له آثار قانونية، فإننا نوصيك بالتأكد من امتثالك للقوانين المعمول بها واستشارة محامي قبل استخدام نموذج معين.
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لقد وصلت إلى أقصى عدد من النماذج
Your account is currently limited to {formLimit} forms.
Go to My Forms and delete an existing form or upgrade your account to increase your form limit.
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