
[Your Full Name] 

[Phone Number] | [Email Address] 

[LinkedIn Profile URL] | [City, State] 

[Date] 

[Hiring Manager Name] 

[Title] 

[Organization Name] 

[Organization Address] 

Re: Application for [Project Manager / Project Coordinator] Role - [Reference ID] 

Dear [Hiring Manager Name], 

I am writing to express my strong interest in the [Job Title] position at [Organization Name]. 

Having spent [Number] years as a Lab Assistant at [Current/Former Institution], I have 

developed a deep understanding of the research lifecycle and technical workflows. I am now 

eager to transition my background in scientific operations into a dedicated Research Project 

Management role to facilitate high-impact clinical/scientific outcomes. 

During my tenure in the lab, I have consistently performed duties that bridge the gap between 

technical execution and project oversight. My experience includes: 

• Operational Coordination: Streamlined [Specific Process, e.g., sample tracking or 

inventory management], reducing turnaround time by [X]%. 

• Stakeholder Communication: Acted as a primary liaison between principal 

investigators, laboratory staff, and external vendors to ensure protocol compliance and 

resource availability. 

• Data & Documentation: Managed complex datasets and maintained meticulous 

documentation according to [GLP/GCP/ISO] standards, ensuring project milestones were 

met on schedule. 

I am particularly drawn to [Organization Name] because of your recent work in [Specific 

Research Area/Project]. I am confident that my ability to translate technical requirements into 

actionable project timelines will make me an asset to your administrative team. 

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

discussing how my laboratory background and organizational skills can contribute to the success 

of [Organization Name]. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


