[Your Full Name]

[Phone Number] | [Email Address]
[LinkedIn Profile URL] | [City, State]
[Date]

Dear [Recipient Name or "Hiring Manager"],
RE: [Job Title or Project Management Inquiry]

As a healthcare administration professional with a focus on [Specific Area, e.g., Operations,
Clinical IT, or Revenue Cycle], I have followed [Organization Name]'s recent initiatives in
[Specific Project or Achievement]. I am writing to introduce myself and express my interest in
contributing to your project management team.

In my recent role at [Current/Previous Employer], I spearheaded [Project Name], which resulted
in a [Percentage]% increase in [Metric, e.g., departmental efficiency] and a savings of
$[Amount]. My approach integrates lean methodologies with a deep understanding of healthcare
compliance and patient-centered care. Key competencies I can bring to your administrative
framework include:

o Strategic Planning: [Briefly describe a time you aligned a project with institutional
goals].

o Stakeholder Management: [Describe your experience coordinating between clinical
staff and executive leadership].

e Resource Optimization: [Mention experience with EHR transitions, budget tracking, or
facility expansions].

I am particularly drawn to [Organization Name] because of your commitment to [Company
Value or Mission]. I would welcome the opportunity to discuss how my background in

healthcare operations and project lifecycle management can support your upcoming objectives.

Thank you for your time and for considering my professional background. I look forward to the
possibility of connecting.

Sincerely,

[Your Signature/Name]



