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[Company Letterhead] 

 

To whom it may concern, 

 

This is to confirm that [Your Name] worked as a [Job Title] at [Company Name] from [Start Date] to [End 

Date]. 

 

Main duties: 

- Task 1 

- Task 2 

- Task 3 

 

Full-time | 38 hours/week | Salary: $XX,000/year 

 

Signed,   

[Manager’s Name]   

[Position, Contact Info] 


