English Expression 2 (Fall 2006)

Instructor: Kyoko Baba


How to write your own reference letter

[Why do you write a reference letter?]

1. The ability to explain your strengths convincingly is always beneficial in your life.

2. Once you write a reference letter, you can use it to apply for a job, to get a promotion, to obtain some scholarship, etc.

3. The purpose of your reference letter is not to boast yourself, but to persuade someone to hire you (or raise your salary, give you an award, etc).

[Procedure]

1. Think of the purpose of your reference letter (e.g., to apply for a job).

2. Imagine what kind of person the company (or university, governmental organization) will need.

3. Choose somebody who will write a good reference letter for you (e.g., your seminar instructor, your boss in your workplace, etc).

4. Think of the contents and make an outline!

5. Write your reference letter from the viewpoint of your instructor (or your boss).

[Contents] (Write at least four paragraphs)

Please write:

(1) nature of the organization, and (2) who writes your reference letter

1. The relationship between you and the person who writes your reference letter

2. Your strengths (at least two) that the company (or university, governmental organization) will probably like

3. Objective evidence or episodes which support your argument

4. Final comment

