[Your Full Name]
[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email Address]

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Dear [Hiring Manager Name or Search Committee],

I am writing to formally express my interest in the Senior Clinical Operations Coordinator
position at [Company Name], as advertised on [Source of Listing|. With [Number| years of
experience in clinical trial management and operational oversight, I am confident in my ability to
contribute to the success of your upcoming clinical programs.

Throughout my career, I have specialized in streamlining site initiation processes and ensuring
rigorous compliance with ICH-GCP guidelines. At [Current/Previous Employer], I successfully
managed [Number| Phase [1I/I11] trials, where I was responsible for [Key Achievement, e.g.,
reducing site activation timelines by 20% or managing a multi-million dollar study budget]. I
possess a deep understanding of vendor management, protocol development, and cross-
functional team leadership.

My expertise includes:

e Overseeing Trial Master File (TMF) integrity and audit readiness.

e Coordinating complex logistics between CROs, sites, and internal stakeholders.
e Mentoring junior clinical staff and optimizing departmental workflows.

o Ensuring patient safety and data quality across multi-center global studies.

I am particularly drawn to [Company Name| because of your innovative approach to [Specific
Therapeutic Area or Technology]. I am eager to bring my proactive problem-solving skills and
clinical expertise to your team to help drive operational excellence and accelerate the delivery of
life-changing therapies.

Thank you for your time and consideration. I look forward to the possibility of discussing how
my background aligns with the goals of [Company Name].

Sincerely,



[Your Signature (if sending by mail)]
[Your Printed Name]



