To,
Peterson Roy
Senior Buyer
St. Fortune Agency
Buckingham
UK
19th June 20XX
Subject: Self introduction letter
Respected Mr. Roy,
The purpose of this letter is to briefly introduce myself as a new sales and marketing representative of Glow Enterprises Limited. I have recently joined the company and I would be looking after your sales account from now on. Earlier, Mr. George Watson was in charge of handling the sales and marketing accounts, but on his resignation, I have been assigned the duties.
I have successfully completed the orientation program presented by Glow Enterprises Limited and I am excited to meet face to face with all my potential customers. With a background in the sales industry, I have deep insights about confidentiality of sales reports, managing of sales data and analysis of marketing trends. I possess exceptional communicational skills to contact and speak to my customers at the times of emergency or during challenging situations.
As your new sales and marketing representative, my paramount concern is to satisfy your needs and hence take my company to the newer heights. I would like to meet you personally to introduce myself in a better way. Please let me know a convenient time when we can meet.
If you wish to speak to me, please feel free to contact me on 4939493.
Thanking you.
Sincerely,
Shane Alex
Sales and Marketing Representative
Glow Enterprises Limited
