
30 Second 
Introductions
How to introduce yourself as a service provider



A successful referral 
starts with being 

known



Step 1: Your Job Title



BE CLEAR

Be direct

Avoid jargon, and sector 
specific language

Be broad in your category

If your job entails many things, 
focus on 1 or 2



Step 2: What’s Next?



THINK AHEAD

What is the ideal action steps 
for someone to take after they 
meet you?

Which two are most 
important?

What do people need to know 
about your work to make those 
two things happen?



Step 3: The Key 
Elements



Your Job Title What is the key “problem” 
you solve?

1 2

Who is your main audience? What is your spin/unique 
element?

3 4

Add your tagline, if 
appropriate

5



Step 4: Put it all 
together



Pique interest by starting 
with a question that 
highlights a common 
problem (Element 2) you 
solve or a relatable benefit 
of your agency. Make it 
yours by pulling from your 
experience.

Sentence 1



Introduce yourself with 
your name and job title 
(Element 1) and the name 
of your agency. Make sure 
to use the clear category 
or job title you've picked.

Sentence 2



Try to fill in the blanks:

"Through “x” service(s), I 
help (audience) solve the 
problems of “x” and “y” to 
achieve (benefit/success).” Sentence 3
Use the problems 
solved(Element 2) and 
audience (Element 3) you've 
already identified.



Expand more on what 

makes your agency unique 

(Element 4) 

Highlight what makes your 

agency the best fit for a 

situation.

“I am able to (unique aspect), 

I work with your clients to 

deliver (benefit(s))" 
Sentence 4



Wrap up with a call-to-action 
or to connect.

"If you think you can refer 
your clients to me, let's 
talk." Sentence 5
Include your tagline 
(Element 5) or a variation on 
it that turns it into a call for 
action.



Repeat your name and 

your agency
Sentence 6



Do you have the tools you need to support your immigrant clients? 

I’m Petrusia Hontar, the Manager of the St. Thomas Elgin Local 
Immigration Partnership.

I work with the community to build supports for immigrants and 
newcomers that live in St. Thomas and Elgin County. 

Collaboratively we can work together to integrate practices and new 
programs to ensure your service delivery is equitable to this diverse 
population.  

If you want to adapt the way you serve your immigrant and newcomers 
clients let’s connect. Together we can build welcoming, caring, and 
inclusive communities.

Again, my name is Petrusia Hontar and I am the manager of the St. 
Thomas-Elgin Local Immigration Partnership.



Do you know any avid readers that are home bound?

I'm Jess Huber and I coordinate the Home Library Service at the St. Thomas 
Public Library.

By preparing bags of materials for volunteers to deliver and return, I make it 
possible for people to use library services without leaving their home.

Because I connect with patrons monthly, I build relationships over time that 
allow people to maintain their connection to the library and community even 
as their circumstances change.

If you know of someone who is isolated and would benefit from personalized 
reading recommendations, and book delivery, please refer them to me.

Again, I am Jess Huber and I coordinate the Home Library Service at St. 
Thomas Public Library.


