Sample letter from a manager or supervisor to accompany signed reference form. 

Re: Applicant Name
This letter of support for … application for certification as a Certified Career Development Practitioner is written with wholehearted enthusiasm. Although I have known  … in a professional capacity for many years, it has been my privilege to work with her in her current role as an … for the last 7 years as her supervisor. In that role, I have on many occasions been in a position to evaluate her performance through observation of one on one counselling sessions, team meetings and case conferencing, direct feedback from clients through satisfaction surveys and emails, measured outcomes and anecdotal feedback from colleagues and community partners. 

… works with a challenging clientele many of whom are highly educated internationally trained professionals who are frustrated with the process of settlement and integration into the Canadian labour market. She also covers two locations and carries a heavy case load… 

Communication is one of … strengths and an invaluable skill as a career coach. In observations during one on one coaching sessions with clients I have observed .. build rapport with challenging clients very effectively. She is able to, through her listening and questioning techniques, guide clients through self-discovery and informed decision making to co-create actionable plans that move clients forward to meet their employment goals. On occasion, this also involves working with interpreters who are providing service remotely. Using interpreters adds another level of complexity to the communication when working with newcomers and … has demonstrated this skill effectively. She uses non-standard self-assessment exercises regularly and I have observed her counselling sessions to be solution focussed.

In observing … work with clients and also auditing her paperwork, it is evident that .. has a vast knowledge of resources available to support clients. She has almost single-handedly created an extensive list of resources for her colleagues and this is tribute to her thirst for information and constant research.  Her knowledge of information and resource management has enabled the teams to access layers of resources for clients based not only on their goals but also taking into account their unique perspectives and lenses. In my opinion this is what makes her so successful in her role and explains why she consistently meets or exceeds her program outcomes for employment, with clients not just getting any job but finding work in their respective fields. 

.. has demonstrated to me that she is always interested in taking on new projects and attending professional development opportunities that will either increase her knowledge or skills level. She has completed many courses and attended multiple trainings while working with me.

Having read her application for certification I am able to attest that the information in it is accurate. I am personally confident that.. meets the Canadian Standards and Guidelines for Career Development Practitioners as I have observed her in her role with …

