
Introduction Letter 

Date: [Insert Date] 

Recipient Name 

Recipient Title 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

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

assistant with [number] years of experience in providing high-level administrative support to 

executives and teams. I am reaching out to introduce myself and explore potential opportunities 

to collaborate. 

Throughout my career, I have successfully managed scheduling, correspondence, and project 

coordination while ensuring the efficient operation of daily activities. I am proficient in various 

office software and have a knack for problem-solving and organization. 

I am particularly impressed by [mention something notable about the recipient's company or 

work], and I believe my skills in [specific skills relevant to the recipient's needs] could be of 

benefit to your organization. 

I welcome the opportunity to discuss how I can support you and contribute to your team's 

success. Please feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your time, and I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


