Sample letter of reference for CDPCBO certification. 
Re: Applicant Name
It is with great pleasure that I write this letter of reference for ….  I have known….for several years as an employment services colleague at ….., a network of immigrant service hubs that are known for a case management system that was designed to provide an optimal and holistic range of services to clients. In terms of time periods, I worked at… along with … in the years from……to ….
During that time I observed and experienced that among …. most impressive traits are that she is highly self-motivated, intelligent, organized and deeply ethical. She is also wholeheartedly committed to excellence in client service and in furthering her knowledge of the field. She routinely reads and shares articles with her colleagues and makes it a point to reengage in conversations about best practices. 

In her role of … I consistently found that … was open, strategic, versatile in her knowledge base and also deeply ethical and respectful in her approaches with colleagues, clients and service delivery. Working with immigrants requires cross cultural sensitivity and a high degree of resourcefulness. …demonstrated a compassionate understanding of this psychosocial aspect of the work. She knew how to refer clients beyond employment services, how to refer to settlement counselling, language, professional accreditation bodies, education opportunities, etc. She was always highly collaborative with my team, easy to approach and very willing to look at ways we could improve services to clients through pooling our efforts to help clients move through steps in their action plans. 
In conclusion, I will say that … clear work ethic professionalism, compassion, commitment to lifelong learning, robust awareness of resource in employment and beyond and her well-developed communication skills have left a lasting impression on me. She is a colleague I trust due to her sense of community, her commitment, eagerness to learn and I believe that ... is an exemplary professional in the field of employment services and career counselling.

