Letter of Introduction

A Letter of Introduction is an initial meeting.  An employer will look at the letter and your portfolio and decide if you are an asset to his/her company.  An employer is not interested in what you want.  The employer is only interested in benefiting his/her business.  The letter allows you to show the employer what you have to offer.  This includes your written communication skills.  You always want to “impress with your best”.
Your Letter of Introduction must include:

A Personal Introduction – First Paragraph

· Personal and professional goals

· Your strengths and character

· Your achievements/accomplishments and honors

· Your experiences or related activities

A Portfolio description – Second Paragraph

· Describe the contents

· Highlight a few outstanding pieces

The Conclusion – Third Paragraph

· Describe how the portfolio work relates to your goals

Mandatory Practices:

· Begin with an outline (It makes writing much more organized and easy.)

· The letter must use the Business Form, not the friendly letterform without a date.

· The letter must be typed on white, unlined paper with no graphics.
· Read your letter out loud not to yourself.  You will read what you think you wrote as oppose to what is actually written.

· Use spell check on your computer.  Remember the computer only corrects spelling and not word usage.  An example:  Did the cats were red?

· ALWAYS have another person proof read it for spelling and grammatical errors.

