[Your Full Name]

[Current Job Title]

[Phone Number] | [Email Address]
[LinkedIn Profile URL]

[Date]

[Hiring Manager Name]
[Title]
[Company Name]

Dear [Hiring Manager Name/Search Committee],

Please accept this letter as a formal expression of my interest in the [Target Promotion Title]
position. Having served as [Current Title] for the past [Number| years, I am eager to leverage my
institutional knowledge and strategic vision to drive [Company Name| toward its next phase of
growth.

During my tenure in my current role, I have focused on aligning operational execution with our
broader corporate strategy. My key contributions include:

e Strategic Impact: [Briefly describe a major initiative or project you led].

e Operational Excellence: [ Mention a quantifiable improvement in efficiency, revenue, or
cost-saving].

e Team Leadership: [Highlight experience in mentoring, cross-functional collaboration,
or culture building].

Moving into the [Target Promotion Title]| role, my primary objective will be to [State your
primary strategic goal for the new role]. I am particularly focused on addressing [Specific
Company Challenge| by implementing [Proposed Strategic Approach]. I believe my deep
understanding of our internal workflows and client base uniquely positions me to execute this
transition seamlessly.

I welcome the opportunity to discuss how my vision for this leadership position aligns with the
department's long-term objectives. Thank you for your continued support and for considering my
application for this promotion.

Sincerely,

[Your Signature]

[Your Printed Name]



