关于英语的介绍信
DearSirorMadam,
ItiswithgreatpleasurethatIrecommendtoyouLiMing,anoutstandinggraduatemajoringinBusinessAdministration.
IhavebeeninchargeofMr.Li’sclasssincetheywerefreshmen,soIknowhimwell.Heiscourteous,sincereandhardworking.Hetookseveralcoursesincomputerscience,whichstrengthenedhisadministrationability.AndalsohisexcellentcommunicationabilityandgoodcommandofEnglishaddalottohismanagerialskills.
IbelieveMr.Li’seducationandcharacterundoubtedlyqualifyhimtoserveasanadministratorinyourcompany.Irecommendhimwithoutreservationandbelieveyouwillfindhimahelpfulandresponsiblestaffmember.
Sincerelyyours,
WangHua
