
 

Developing a 90 Second Introduction 

A 90 second introduction is a succinct yet informative statement, which highlights your experience, skills, 

strengths and what you are looking for.  It is particularly useful to answer the two questions commonly 

asked of job seekers - ‘What are you looking for’ or ‘Tell me something about yourself?’.  It can be adapted 

and used to introduce yourself to network contacts, employment agencies and in interviews.  It can also be 

adapted to become your profile on networking websites such as LinkedIn.   

 

Writing a 90 second statement can be challenging, however it is a useful process to work through as it 

crystallises a job seeker’s thoughts as to who they are, what they have to offer and what type of work they 

are looking for.  It needs to be relevant and focused and as the title of this handout suggests an ideal 

timeframe for your response is 1.5 to 2 minutes. 

 

In order to develop this it can be useful to: 

• Write down your key strengths and skills 

• Think about your work experience and how you can summarise your work history in about 60 

seconds. 

• Write it in your own words in a way that gets your personality across, whilst keeping it professional. 

• Try to write in third person or avoid lots of ‘I’s’ as they can get repetitive. 

• Outline in your introduction if you are looking for a change in direction, so that others can 

understand what you are trying to do.   

 

The typical structure to a 90 second introduction is: 

 

Experience (approx. 40 - 60 seconds) – start with a few sentences summarising your work experience, 

beginning with your current or most recent role.  If you are looking to make a career change, use this part 

of your introduction to link the parts of your past job that are relevant to what you are trying to do.  If you 

have held a role that is relevant in work type or industry in the past, you may wish to spend a few seconds 

detailing that. 

 

Skills & Strengths (approx. 30 seconds) – this is where you talk about what you have to offer to a future 

employer, again ensuring that the skills and strengths you talk about are relevant to what you are looking 

for 

 

Next step (approx. 30 seconds) – and this is where you let people know exactly the type of work you are 

looking for, and if appropriate, why you are in transition. 

 



 

 

Example: 

 

“My current role is working as an Executive and Marketing Assistant for Postal Packages where I provide 

full support to the marketing manager and the marketing team.  This work has included organising the 

logistics for marketing events and trainings.  Prior to this I worked as a Marketing Assistant for a global 

stationery manufacturer supporting a large team in NZ.  I began my career working as an administrator 

where I provided advice, built relationships with key customers and suppliers, organised functions and 

ensured offices were managed smoothly.   

 

I have a BCom with a major in Marketing and have completed a number of courses in marketing and 

admin. 

My skills and strengths are very much with people and organising.  I thrive on setting up systems to make 

people’s jobs easier and enjoy organising events and providing project support.  I am known for building 

good relationships both internally with staff and externally with customers.  I have strong oral and written 

communication skills, am good at keeping people informed, and bring a strong service focus to my work.  I 

have a proven ability to work to deadlines and solve problems by thinking laterally. 

You may be aware that Postal Packages has recently undergone a restructure and as a result the marketing 

function has gone offshore so my role has been disestablished.  I’ve been keen to develop my career 

further and this is a great opportunity to do that.  I’m looking for a senior Executive Assistant or marketing 

/ communications role working with a senior manager and their team, with the opportunity to use all my 

skills and abilities particularly around organizing events and putting in place systems and processes to 

support the business.” 

 

 


