
[Your Full Name] 

[Current Job Title] 

[Current Department] 

[Email Address] 

[Date]  

[Hiring Manager Name/Board of Directors] 

[Company Name] 

[Company Address]  

RE: Internal Application for Chief Operations Officer (COO) 

Dear [Name], 

I am writing to formally express my interest in the Chief Operations Officer position at [Company 

Name]. Having served as [Current Title] for the past [Number] years, I possess a deep 

understanding of our organizational culture, operational workflows, and strategic long-term 

objectives. 

During my tenure in [Current Department], I have successfully led initiatives such as [Key 

Achievement 1] and [Key Achievement 2]. These experiences have provided me with unique 

insights into our internal efficiencies and the specific scaling challenges we face. I am prepared to 

leverage this institutional knowledge to streamline our cross-departmental functions and drive 

sustainable growth. 

My vision for the COO role involves [Brief Mention of Strategic Goal, e.g., optimizing supply 

chain resilience or enhancing inter-departmental synergy]. I am committed to fostering a culture 

of operational excellence that aligns with [Company Name]'s core values while delivering 

measurable results for our stakeholders. 

I look forward to the opportunity to discuss how my transition into this leadership role can provide 

the continuity and strategic oversight necessary for our next phase of evolution. 

Sincerely, 

[Signature] 

 

[Printed Name]  


