Diana Vuong
Consumer Cellular
9368 E Bahia Drive
Scottsdale, AZ 85260
E: diana.vuong@consumercellular.com
M: (480) 634-3656

[Date]
[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
To Whom It May Concern:
I am pleased to recommend Tracy Hogan for the [Position Title] role at [Company Name]. Tracy served as our receptionist at Consumer Cellular where she supported our main headquarters covering two office buildings. During her time at Consumer Cellular, she proved to be one of the most dependable and service-minded people on our team. I believe she would be an asset to any company.
As the first person visitors and colleagues encountered, Tracy set the tone for every interaction with our office. She greeted people warmly, listened carefully, and followed through until a project was completed or an issue was resolved. 
What distinguished her most was her initiative. Tracy anticipated what the office would need and acted ahead of time — from flagging scheduling conflicts before they became problems, making sure she came in early or stayed late to support meetings or building maintenance needs, and even developing a detailed handbook for her replacement. She routinely identified gaps no one had assigned to her and found solutions to them.
She has high attention to detail and is very passionate about her work and finding solutions. From supporting colleagues across departments, onboarding new employees, and hosting events and meetings, Tracy always approaches her work with enthusiasm.
Any organization would benefit from her reliability, passion and commitment to serving people well. She has my full confidence. Please contact me at diana.vuong@consumercellular or (480) 634-3656 if I can provide further detail.
Sincerely,
Diana Vuong
Diana Vuong
Partner Marketing, Senior Manager
Consumer Cellular
