
[Your Name] 

[Current Job Title] 

[Current Department/Office Location] 

[Email Address] 

[Phone Number]  

[Date]  

[Hiring Manager Name] 

[Title] 

[Operations Strategy Department]  

Re: Internal Transfer Application for [Title of Operations Strategy Role] 

Dear [Hiring Manager Name], 

Please accept this letter as a formal expression of interest in the [Target Position] within the 

Operations Strategy team. Having spent [Number] years in my current role as [Current Title] 

within [Current Department], I have developed a deep understanding of [Company Name]'s 

internal processes and am eager to apply my analytical skills toward optimizing our firm's 

overarching operational frameworks. 

During my tenure in [Current Department], I have successfully [Key Achievement 1 - e.g., led a 

process improvement initiative]. This experience allowed me to [Skill Gained - e.g., utilize 

Lean/Six Sigma methodologies] and resulted in [Quantifiable Result - e.g., a 15% reduction in 

cycle time]. I am confident that my familiarity with our internal data structures and cross-

functional stakeholders will allow me to contribute immediately to the Operations Strategy 

team's current objectives regarding [Specific Company Goal]. 

My background in [Specific Area of Expertise] aligns closely with the requirements for this role, 

specifically in terms of [Mention a requirement from the job description, e.g., supply chain 

modeling or organizational design]. I am particularly drawn to this team's recent work on 

[Specific Project or Initiative] and am motivated to help scale these efforts across the global 

organization. 

I am grateful for the growth opportunities I have had within [Current Department] and look 

forward to the possibility of continuing my career advancement within the Operations Strategy 

group. Thank you for your time and consideration. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


