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How to Introduce Yourself in English? 

Introductions are extremely important for your professional life. The first 

interaction you have with someone will impact how others perceive you, and 

also the relationship you will later have with them. The very first tip is to be 

prepared and ready for any professional situation, you can’t hesitate when you 

introduce yourself. So follow the steps below, write it down, practice, and make 

sure it’s ready and fresh for when you need it. 

A 3-Step Framework for professional Introductions: 

When networking, for example, introductions tend to be shorter, but in a 

negotiation, you usually spend more time introducing yourself and bonding with 

the others. In general, a professional introduction should include these three 

parts or steps: 1) Who you are, 2) What you do, and 3) What others need to 

know. 

1) Who You Are: 

The very first step is to mention your name. You can use the below phrases to 

introduce yourself: 

-My name is …….  

-Let me introduce myself; I’m ….. 

-I would like to introduce myself …… 

-My name is Sara, but you can call me ….. 

2) What You Do 

The second step might sound simple, but it’s actually the most important part. 

Usually, people say their names and their job title. But what else is there to say 

about you?. You need to provide some key points your audience can hang on to. 

You should still mention your job title, your company, perhaps even your 

department but skip the details. You can just memorize the phrases below: 

-I’m a [job title] at [company] or I’m currently working as [job]. 

-Officially, my job is to …. 

-I work in/for/with [field], [company], [department/person]. 
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3) What Others Need to Know 

The last bit of a professional introduction consists of adding other nice facts 

that are relevant to the people and the context. Here, you can show your 

contribution, and you can set the expectations for the meeting or presentation 

going on. Here are some phrases you can use: 

-Today, I’d like to walk you through….. 

-My purpose today is to share inside information about….. 

-For the next 20 minutes, I’m going to explain……. 

Down you will find a link to a video about how to introduce yourself 

professionally which may provide you with more details: 

https://youtu.be/a3gERqaaXZk 
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