Your Name

Your Job Title

Company Name

Address Line 1

Address Line 2

Email: youremail@example.com
Phone: (123) 456-7890

Date: June 1, 2024

Recipient Name

Recipient Job Title
Company/Organization Name
Address Line 1

Address Line 2

Subject: Professional Self-introduction

Dear [Recipient Name],

I am writing to introduce myself as [Your Position] at [Your Company/Organization]. With a background in [Your
Field/Specialization], | bring [X] years of experience in [Relevant Skills/Expertise].

In my current role, | am responsible for [Briefly describe key responsibilities or achievements]. | am keen to
collaborate and contribute to [Relevant Objective/Project/Areal.

Please feel free to contact me if you require any further information, or if | can be of assistance to you or your
team.

Sincerely,

[Your Name]
[Your Job Title]

Enclosure: Curriculum Vitae (if applicable)



