2 Minute Self Introduction
Speech in Office

A 2-minute self-introduction speech in an office setting should be
professional, concise, and focused on your role, experience, and contributions.

Here’s a structure to guide you:
1. Opening with a Greeting:

Start with a polite greeting like “Good morning/afternoon everyone” or “Hello,

team.” This sets a professional and welcoming tone.

2. State Your Name and Position:

Introduce yourself formally by stating your name and your current role in the
company. Example: “My name is [Your Name], and I'm the [Your Position] in

the [Department].”

3. Share Professional Background:

Briefly talk about your professional experience or expertise. This gives your
audience insight into your background. Example: “I have over [X] years of
experience in [Industry/Field], and I'm passionate about [specific aspect of

your job].”
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4. Mention Achievements or Notable Projects:

Highlight one or two professional achievements or projects to showcase your
skills and contributions. Example: “Recently, | led a project on [Project], which

improved [specific result, such as efficiency, productivity, etc.].”

5. Discuss Professional Interests:

Share any areas of interest or skills you are currently focusing on or
developing. Example: “I'm currently exploring ways to improve team

collaboration and workflow efficiency.”

6. State Your Goals:

Mention your short-term or long-term goals within the company. Example: “In
the upcoming year, I'm focused on enhancing our client engagement

strategies and helping the team reach our quarterly targets.”

7. Closing with a Thank You:

End on a positive note by thanking your audience. Example: “Thank you for the
opportunity to introduce myself. | look forward to contributing to the team and

growing with all of you.”
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