Example of an employer’s reference (which should of course be on the company’s letterhead)

“xxxxx  has been employed by this company for 8 years, originally as a medical representative and then, after 2 years, he was promoted to the Marketing Department as an Assistant Product Manager.  During his 6 years in Marketing, he has made excellent progress through the roles of Product Manager, Senior Product Manager and is now a Portfolio Manager with two direct reports and responsibility for products in two therapeutic areas.

xxxxx  has always demonstrated commitment and enthusiasm in his various roles within the company and is particularly recognised for his success over the last few years with a product indicated for patients with a history of alcohol abuse.  xxxxx has faced and overcome many challenges in this difficult therapeutic area and has consistently demonstrated original approaches both in promotional strategy and in his support and management of the sales force resource.

Much of his experience and knowledge has been gained directly from his various roles in marketing within the company but, in respect of his career development, there is a case for his gaining more formal training in the marketing field.  We are happy to support him in this opportunity, as we believe he would be a dedicated and able student for this programme.”

Yours etc,

Example of an academic reference (which can come either personally from a previous tutor, or on the institution’s letterhead)

“I have known xxxxx for 3 years in my role as Senior Lecturer in the Business School and as Placements Manager for the sandwich degree programmes.  xxxxx won a place on our international placement programme and completed a year in Boston, USA.

Her work at xxx was of the highest standard and her reports were excellent.  xxxxx was a dedicated student, a very able and worthwhile team player with a determined attitude towards completing tasks assigned.

She is capable of decisive action individually when the occasion warrants and has displayed commendable initiative on a number of occasions.

In my dealings with xxxxx I have always found her to have the highest standards of honesty and integrity.

I believe she will do well on her chosen course and heartily endorse her application.  I am more than ready to speak personally to this reference and can be contacted on the number below.”

Yours etc,

