
Introduction Letter for Freelance Virtual 

Assistance Services 

Dear [Client's Name], 

I hope this message finds you well. My name is [Your Name], and I am a freelance virtual 

assistant with [X years] of experience in providing comprehensive administrative support to 

businesses and entrepreneurs. 

Through my skills in: 

• Email management 

• Calendar scheduling 

• Data entry 

• Social media management 

• Research and reporting 

I aim to enhance productivity and help you focus on your core business tasks. I have worked 

with clients from various industries and have a proven track record of delivering results 

efficiently. 

Please feel free to contact me if you are interested in discussing how I can support your business 

needs. I am looking forward to the opportunity to work together. 

Best regards, 

[Your Name] 

[Your Phone Number] 

[Your Email Address] 

[Your Website or LinkedIn Profile] 


