
[Full Name] 

[Current Internal Job Title] 

[Current Department] 

[Email Address] | [Employee ID]  

[Date] 

To: [Hiring Manager Name/Title] 

Re: Application for [Target Director Role Title] 

Dear [Hiring Manager Name], 

I am writing to formally express my interest in the [Target Director Role Title] position within 

the [Target Department]. Having spent the last [Number] years at [Company Name] 

contributing to the success of the [Current Department], I am eager to leverage my deep 

institutional knowledge and leadership experience to drive strategic growth in this new capacity. 

During my tenure as [Current Title], I have focused on [Primary Strategic 

Focus/Achievement]. Most notably, I lead the [Project/Initiative Name] which resulted in a 

[Percentage/Metric] increase in [Benefit]. This experience has provided me with a 

comprehensive understanding of our internal cross-functional workflows and the cultural values 

that drive our organization forward. 

My transition into this Director role would allow me to immediately address [Specific 

Departmental Challenge or Goal] by: 

• Implementing [Strategic Strategy A] based on my experience with [Internal Process]. 

• Scaling [Business Function B] to align with the company's upcoming [Year/Quarter] 

objectives. 

• Mentoring the existing team to foster a culture of [Specific Value, e.g., Operational 

Excellence]. 

I am highly motivated to continue my professional journey within [Company Name] and 

believe my history of [Key Skill 1] and [Key Skill 2] makes me a natural fit for this leadership 

mandate. I welcome the opportunity to discuss how my vision for the [Target Department] 

aligns with your strategic roadmap. 

Sincerely, 

[Signature] 

[Full Name] 


