
Introductory Communication 

Date: [Insert Date] 

Dear [Client's Name], 

I hope this message finds you well. I am pleased to introduce [Candidate's Name], who is a 

qualified candidate for the [Job Title] position at your esteemed company. 

[Candidate's Name] has [briefly describe candidate's experience and skills relevant to the job]. I 

believe that [he/she/they] would be a great addition to your team. 

Below, I have included a brief background of [Candidate's Name]: 

• Experience: [Brief summary of work experience] 

• Education: [Candidate's educational background] 

• Skills: [Key skills related to the job] 

I encourage you to review [Candidate's Name]'s resume attached to this email. I am confident 

that a conversation with [him/her/them] will be worthwhile. 

Thank you for considering this introduction. Please let me know if you would like to set up a 

meeting or require any further information. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


