TO WHOMSOEVER IT MAY CONCERN

This is to certify that MR.ABC residing at PQR was working with us NAME OF THE COMPANY as LAST POST HELD from STARTING DATE to LAST DATE. 
His major responsibilities included maintaining files of our clients, working on human resource like joining & separation formalities of junior staffs, attendance management, Appointment letter & confirmation, administration, maintaining personal files of employees.
His exposure in these areas is very good. During his tenure with us, he ably handled major responsibilities and found to be hardworking & very productive.

The management wishes him good luck for his future endeavor.


Thanks & Regards

For COMPANY NAME
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