SAMPLE

XXth January, 2XXX

To whom it may concern, 
[bookmark: _GoBack]
Re: (staff name)

   This is to certify that (staff name: e.g. Chan Tai Man ) (HKID no.: _A123456(7) ) has registered as (position: e.g. HR Officer) since (Date: e.g. 16th January 2017) and has been providing service up till present. He mainly handles all-rounded HR duties including payroll & benefit administration, recruitment & selection, staff attendance, leave management, training & development support. 

   He is a cheerful and creative person. During the service period, his kind assistance to the department is indeed very valuable to the company. 

Should you have any enquiries, please kindly contact me at XXXX XXXX.


Your faithfully, 

___________________________
Miss / Mr. XXX XXX XXX
Head of Department 
XXXX Company 
