
[Your Name] 

[Current Executive Title] 

[Current Department] 

[Phone Number] 

[Email Address] 

[Date] 

[Hiring Manager or Board Member Name] 

[Title] 

[Organization Name] 

RE: APPLICATION FOR THE POSITION OF [TARGET EXECUTIVE ROLE]  

Dear [Name], 

I am writing to formally express my interest in the [Target Executive Role] position. Having 

served as [Current Title] for the past [Number] years, I have a deep understanding of [Company 

Name]'s culture, strategic objectives, and operational challenges. I am eager to leverage this 

internal institutional knowledge to drive the next phase of our organization's growth. 

During my tenure in my current role, I have achieved significant milestones that align with the 

requirements of this new position, including: 

• [Key Achievement 1: e.g., Revenue growth, cost reduction, or successful project launch] 

• [Key Achievement 2: e.g., Leadership development or cross-departmental collaboration] 

• [Key Achievement 3: e.g., Strategic implementation or market expansion] 

My vision for the [Target Department/Organization] involves [briefly mention strategic goal, 

e.g., digital transformation, streamlining operations, or cultural shift]. I am confident that my 

established relationships with the leadership team and my proven track record of [specific skill] 

make me the ideal candidate to lead this transition seamlessly. 

I look forward to the opportunity to discuss how I can further contribute to [Company Name]'s 

success in this elevated capacity. 

Sincerely, 

[Signature] 

[Your Printed Name]  


