Date: [MM/DD/YYYY]
TO WHOM IT MAY CONCERN
Subject: Employment Verification and Job Responsibilities
This letter is to confirm that [Employee Full Name] is employed with [Company Name] as an Information Technology Project Manager on a [Full-Time/Part-Time] basis.
In this role, the employee is responsible for planning, coordinating, monitoring, and supporting the implementation of information technology projects in accordance with established business requirements, technical specifications, project schedules, and organizational standards.
The employee's primary job responsibilities include:
[bookmark: _GoBack]Job Duties (10 -15 points)
The position requires knowledge of IT project management, systems analysis, software implementation, project scheduling, technical documentation, risk management, and resource coordination.
The employee performs these responsibilities in accordance with the company's established policies, project management procedures, and reporting structure.
We certify that the information provided in this letter is accurate and reflects the employee's actual employment and assigned responsibilities.
Should you require any additional information, please contact the undersigned.
Sincerely,
[Authorized Signatory Name]
[Designation]
[Company Name]
[Company Address]
[Contact Number]
[Email Address]
[Signature]

