
 

Job Search Correspondence : Letter of Introduction 

Sample Letter of Introduction 
 

Karen T. Smith 
1201 Summer Street  Iowa City, IA  52240  630.841.1155 

831 Martin Drive  Elgin, IL   60120  630.847.5544 

karen-smith@uiowa.edu 

 

February 1, 20XX 

 

Ms. Tracy Johnson 

V.P. Human Resources 

XYZ Company 

355 1st Avenue 

New York, NY  55555 

 

Dear Ms. Johnson: 

 

A recent issue of Business Week included a very interesting article on XYZ Compa-

ny describing the excellent customer service you provide.  This is an essential com-

ponent of a successful non-profit organization, so I am writing regarding my interest 

in a public relations internship with your company. 

 

I am interested in learning more about your work, as well as any anticipated open-

ings on your staff.  I have enclosed my resume for your review and my specific qual-

ifications for a position in public relations include: 

 

 Public Relations projects with both Wells Fargo and the Muscular Dystrophy 

Association 

 2 years of Event Planning experience while a member of the Public Relations 

Student Society of America (PRSSA) at the University of Iowa 

 Work experience as a Sales Associate at a local retail store 

 Pursing a B.A. in Journalism with an emphasis in Public Relations 

 

During the week of March 15, I will be visiting New York City.  If your schedule 

permits, an opportunity to meet to discuss my qualifications and your hiring needs 

would be greatly appreciated.  I will call your office next week to see if such a meet-

ing can be arranged.  Thank you for your consideration.  I look forward to talking 

with you. 

 

Sincerely, 

 

Karen T. Smith 
 

Karen T. Smith 


