FROM:		Martha Kaynes 
TO: 		John Brown 

Subject:	Recommendations for the COO position

Dear John,
I am writing to inform you / With reference to our conversation / referring back to our correspondence, I would like to inform you about my recommendations and suggestions about the appointment/appointing Mr. Jones for the position of Chief Operating Officer in company X. 
First of all, Mr. Jones has the ideal profile for the position (advertised) because of his strong management skills. This means that he will help the company get through its current crisis and acquire a more reputable market name. Secondly, I would like to propose Ms. Karra for the COO position of company Z. This candidate can be valuable and a real asset for the company due to her communicative skills and her motivating character. Her presence/mentality is going to attract new audiences and maximise advertising revenue.
Furthermore, my recommendation includes company W for which two candidates might be suitable. To begin with, Mr. Harley has the ability/skill to analyse problems which is a necessary prerequisite for this specific company. Also, her strong communicative character perfectly matches the operation of our teamwork. Another candidate for this company could be Mr. Howards because he is searching for a rather challenging position. Moreover, I suggest Ms. Collins for the post of COO of company B because she is young, creative and talented and she is open to new challenges. 
I hope my suggestions would be of assistance to your decision. 

Looking forward to your reply.

Kind regards, 

Martha Keynes 
Head of HR Department 
