
Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently seeking 

opportunities as an Administrative Assistant in [specific industry or field]. I came across your 

profile while researching professionals in this domain and was impressed by your experience at 

[Recipient's Company]. 

I am reaching out to connect and learn more about your career path, insights into the industry, 

and any advice you may have for someone starting out in this field. I believe networking with 

experienced professionals like yourself can provide invaluable guidance as I navigate my job 

search. 

If you're open to it, I would love to schedule a brief call or meeting at your convenience. Thank 

you for considering my request, and I look forward to the possibility of connecting! 

Best regards, 

[Your Name] 

[Your LinkedIn Profile or Contact Information] 


