
Name

Address line 1

Address line 2

Country

Post Code

[Insert Date]
Dear [name of referee], 
[Re: insert name of job candidate]

The above person has applied for the position of Personal Care Assistant with me and has given your name as a referee. The main duties involved in this position are:
· [insert duty]

· [insert duty]

· [insert duty]

· [insert duty]

I would be very grateful if you could provide the information requested on the attached reference form and any further comments which might help to me in assessing [insert candidate name] suitability for the above position. 
Your reply will, of course, be treated in the strictest confidence.
Please return the reference form to me in the enclosed stamped, addressed envelope. If you do not feel able to complete this reference request I would be very grateful if you could contact me on [insert telephone number] to let me know.
Thank you for your assistance in this matter.

Yours sincerely,
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