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Dear Sir/Madam,

I am writing to recommend Ms Sarah Cox to your school, I believe Sarah would be the best 
candidate for the job position in your office.

Sarah and I have been working together in ABC company since 2007. ABC Company is an 
UK-based company with branches in Europe and Asia. We both work in the adminstration 
department. From the first day I met Sarah I appreciated her people-oriented attitude and 
patience, as well as his practical language skills. She has good command of English and has a 
varity of basic vocabulary of other languages including German, Spanish, Chinese, Japanese. 
This is definitely an asset when we had to communicate with people of other countries.

Sarah is a well-organised person with logical mind. This enables her to present her ideas 
clearly and he has also organised some conferences with great success. In addition, she 
participated in the ‘clean-desk’ campaign of the office last year which aimed to keep the 
office tidy and in order. 

Sarah has always played an active role in every aspect of the workplace. She is a supportive 
person, and always willing to take on additional work if she found colleagues were in 
difficulty. She is a great team-player and someone to rely on.

In her personal time, Sarah not only donates part of his income to charitable organisations 
but also gives time to them too. As far as I understand, Sarah is an active member of the 
Oxfam and Red Cross.

I am very pleased to give a reference for Sarah as I strongly believe she will be an asset to 
your school, and I have no hesitation in recommending her.

If you would like any further information, please do not hesitate to contact me.

Yours faithfully,

John

Letter: formal
(Test 2, Part 2, Question 3) 
Script A: Good answer

Examiner comments
The content is generally appropriate to the task, and answers the question. The letter is generally 
well-organised in clear paragraphs, and maintains an appropriately formal style. There is a good 
range of language, which is controlled and accurate. The target reader would be fully informed, so 
the communication is effective.
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Dear Sir/Madam,

I am writing to you to provide a reference for Sarah Flores. I am one of her closest friend and 
have known her for a long time. I have to admit that I know her particularly well.

First, Sarah has always been a hard-working person since she was 18, and during her 
school life every holiday she tried to find a job in different field. She has often worked as 
a waitress or a receptionist. Thanks to this practical work she has acquired quite a lot of 
experience. It also enabled her the opportunity to gain confidence in herself. Moreover, my 
friend did business abroad that’s why she has a perfect command of two foreign languages: 
French and Spanish. Finally, she has been working in a high school as an English teacher for 
two years. She easy gets on well with everybody in that situation, especially children and 
teenagers. Sarah’s work experience in this area is relevant to your job.

I think that that Sarah’s personal qualities meet perfectly well the requirements. Firstly, she 
is particularly good with people. Indeed, this working woman is very involved in humanitarian 
projects. Her main aim is to meet the needs of poor people, or people in difficulties. 
She always tries to adapt to the person she is talking to. Her communication skills are 
absolutely amazing. Sarah is also well-organised. For instance, she organised a charity 
concert and raised one thousand pounds for the association. Thanks to her management, 
the event was successful. To conclude with her qualities, Sarah is a tem player and often the 
leader of the group. Her dynamism and her disponsibility are the greatest aces of the local 
association which she takes part in.

I hope my reference will help you in your choice, and I think Sarah perfect for this job. Her 
natural qualities will pleasantly surprise you.

Yours faithfully

Maria

Letter: formal
(Test 2, Part 2, Question 3) 
Script B: Satisfactory answer

Examiner comments
All the content given is relevant, so the target reader would be informed and communication 
has taken place. However, although the ideas are clearly organised, the paragraphing is not always 
correct. The language is not controlled and there are many grammar mistakes which make a poor 
impression on the reader and there are also basic spelling mistakes. The style is not controlled – it 
is mostly formal but there are informal expressions such as absolutely amazing. This answer only just 
reaches the level of language required.



Photocopiable  © Pearson Education Limited 2014

Writing file
Student scripts  

Practice Tests Plus  

New ediTioN

Advanced 2

It is a pleasure for me to provide a letter of reference for my friend Sarah, because I can 
warmly recommend this lady to you. Sarah is thirty-five years old. She lives in Berlin and 
has started a family recently. She holds a Master degree in Social Science from the 
University of Cologne. She has passed several internships in different working fields.

For instance she worked two months for Daimler Benz in the Human Resources 
Department in Stuttgart. Moreover she completed a semester abroad at the University 
of Buenos Aires in Argentina. With twenty-seven, after finishing his academic studies 
at university, she got an offer from Allianz Inc. so she started her career as a Human 
Resources Manager at a multinational company. But since 2006 she was employed at a 
software company as a scientific assistant.

During this time she learned to work in teams and she adopted leadership skills. She is 
down-to-earth, punctual and honest. As a long-standing friend I can assure you that Sarah 
would be a motivated and performance-oriented employee. Taking everything into account 
my friend’s experience and personality qualifies her for the job your company is offering. We 
would be glad if Sarah confirms your conception and could work for your Organisation.

Letter: formal
(Test 2, Part 2, Question 3) 
Script C: Unsatisfactory answer  

Examiner comments 
This answer is too short. The content is not all relevant as it gives too much information about 
Sarah’s career and not her relevant work experience and personal qualities. The language is not 
always controlled although the style is formal. The organisation of ideas is confused, the last 
sentence is difficult to understand and there are some misuses of connectors, e.g. Moreover. The 
College would not have enough information to make a judgement about whether Sarah was suitable 
for the job, which means that communication has not taken place.


