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Letter of Introduction 

It can be difficult for employers to remember everything when they first meet you, so you need to give 

them something that will help them remember. 

The best way to do this is to write a short letter of introduction. It’s similar to the application letter for 

advertised positions, but it asks if any jobs are available instead of applying for an advertised job. Below 

are some tips to help you out. 
 
 
 

1 Your letter of introduction should not be more than 1 page long. 

  

2 
Make sure your letter of introduction is typed up in an easy to read font – Calibri or Arial in 
size 11 are perfect. 

  

3 
Make sure your letter of introduction looks the same throughout. Using the same spacing 
between paragraphs, the same font and sizes makes your resume easier to read. 

  

4 
Include all the important information that the employer needs to know. For example any 
training or past experience that you have had in a similar job. 

  

5 
Get someone else to proofread your letter. Ask them to look at the design, spelling and 
grammar. 

  

 

6 
At times you may need to email your letter of introduction to an employer. When this 
happens, save your letter as a PDF instead of a word document. It will send more easily. It’s 
very easy to do, but if you’re not sure how, do a quick google or ask someone who can help. 

  

7 
It’s very important to customize your letter of introduction for each different job you are 
applying for. What you write for one job may not be what you need for another. 

  

8 Always print your letter of introduction on white paper. 
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LETTER OF INTRODUCTION EXAMPLE AND EXPLANATION 

(1) Mr. Robert Blue 10 
Red Street 

Colortown Vic 1234 

9876 543 210 

robert@gmail.com 
 

(2) 31 July 2016 
 

(3) Mr. John Citizen 
Manager 

ABC Company Yellow 

Drive 

Colortown Vic 1234 
 

(4) Dear Mr. Citizen, 
 

(5) I am writing to enquire in regards to possible 
employment within your company. I am 
currently seeking work as an Administration 
Officer on either a fulltime or part-time basis. 

 

(6) My work experience includes, working at XYZ 
Company where I was responsible for reception, 
filing, report writing, typing and other 
administrative duties. 

 

(7) Other skills I have include: 

 Experience working with 

Microsoft packages 

 Customer service 

 Data entry 

 Designing marketing material 

 

(8) I would make a valuable employee as I am eager 

to learn and am willing to undertake further 

study. I consider myself to be honest reliable and 

professional. 

 

(9) I have enclosed a copy of my resume for your 

reference. I would appreciate the opportunity to 

meet with you to discuss suitable vacancies. I 

can be contacted at the above phone number. 

 

(10) Yours sincerely, 
Robert Blue 

1 Type your contact details as shown. 

  

2 
Include the date that you’re writing the 
letter. 

  

 
 

3 

Type the employer contact details. Type 
their full name with their title (Mr, Mrs) 
as well as their first name and surname, 
position title, company name and 
address. If emailing, include an email 
address. 

  

4 Start by greeting them correctly. 

  

 

5 

Opening Paragraph. This is your 
introduction to why you are writing to them 
and what type of work you are looking for. 

  

 
 
 

6 

Explain your past work experience, 
training and qualifications that match the 
type of work you are looking for. List 
some tasks you have done if it’s relevant 
to the job you are applying for. What 
attracted you to applying for a job in their 
company? 

  

 
7 

Start another paragraph if you have 
additional information relevant to the 
position. 

  

 

8 

Why Employ You? This is your sales 
pitch. What can you bring to the 
position? Your attributes, other skills 
etc. 

  

 

 
9 

Ask for an interview. This is how you 
close your letter. Include your contact 
phone number. Remember to make 
sure your message bank message on 
your phone is appropriate. 

  

10 
Sign Off. Yours sincerely, and your 
name. Remember to sign the letter. 
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