
[Your Full Name] 

[Current Job Title / Department] 

[Employee ID Number] 

[Phone Number] 

[Professional Email Address]  

[Date]  

[Hiring Manager Name] 

[Title, e.g., Director of Nursing] 

[Department Name] 

[Facility/Organization Name]  

Re: Application for Clinical Coordinator - [Department/Unit Name] 

Dear [Manager Last Name], 

I am writing to formally express my interest in the Clinical Coordinator position within 

[Department Name], as advertised on the internal careers portal. Having served as a [Current Title] 

in this department for the past [Number] years, I have developed a deep understanding of our 

clinical workflows, patient demographic, and commitment to excellence in care. 

During my tenure at [Facility Name], I have consistently demonstrated leadership through [specific 

internal contribution, e.g., precepting new staff, leading a quality improvement committee, or 

managing shift assignments]. My intimate knowledge of our electronic health record systems and 

internal protocols will allow me to transition seamlessly into this supervisory role, ensuring no 

disruption to departmental operations. 

My primary goal as Clinical Coordinator would be to support our multidisciplinary team in 

improving [specific metric, e.g., patient throughput or staff retention] while maintaining the 

highest standards of safety and regulatory compliance. I am eager to leverage my familiarity with 

our team's strengths to foster a collaborative and high-performing clinical environment. 

I would welcome the opportunity to discuss how my clinical experience and internal perspective 

can contribute to the continued success of the [Department Name] team. Thank you for your time 

and for considering my application for this promotion. 

Sincerely, 

 

 

[Signature] 

[Your Printed Name]  


