
                                                 Experience Certificate

June 31st, 2008

                           To Whomsoever It May Concern

This is to certify that Ms. A was employed with our Company (Company name) from___   to __ as an Executive-Back Office for a period of ____yrs. 
Her major responsibilities included working on Human Resource like Joining & Separation formalities, Attendance Management, Induction Programs, Appointment Letter & Confirmation, Job Portals, Administration, Maintaining Personal files of Employees, Employee Relation. 

Her Exposure in these areas is very good. During her tenure with us, she ably handled major responsibilities and found her to be hardworking and very productive. 

We have found her to be self starter who is motivated, duty bound, and a highly committed team player with strong conceptual knowledge.

We at (Company Name). Wish her all success in his future endeavors.

For (Company Name).
Name
Manager {Human Resource}
                                          Experience Certificate
                                                   To Whom So Ever It May Concern

Ms. A was a good employee of our organization .She had been working with us for one year as 
An Executive- Back Office. During this period she devoted her valuable time to contribute to the team of 
(Company name)
Ms. A performed her duties up to her best with great stamina during her tenure of work. She
Bears lot of responsibilities and did them without making errors on time.

Not only that she was a well organized and hard working employee. She was very co-operative and always
Conducted good communication style in our organization.

As a HR Manager of (Company Name) I recommend Ms. Archana Dua to any organization
Without heaving any hesitation.

I wish her all success.

For (Company name).

Name

Manager

Human Resource

May 31st, 2008 
Ms. A

Executive- Back Office


 
                                    Relieving Letter 


                      TO WHOM SO EVER IT MAY CONCERN


Dear Ms. Dua, 

This has reference to your letter of resignation dated May 19, 2008, wherein you have requested to be relieved from the services of the company on 4th June, 2008.
We would like to inform you that your resignation is hereby accepted and you are being relieved from the services of the company after serving one month notice period, with effect from closing office hours of June 4th, 2008.

 
We also certify that your full and final settlement of account has been cleared with the organization. 

Your contributions to the organization and its success will always be appreciated. 

We at (Company name). wish you all the best in your future endeavors. 




For (company name)



Yours Sincerely,



Name
Manager

Human Resource

