[Your Full Name]
[Street Address]

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

[Date]

[Hiring Manager Name/Search Committee Chair]
[Title, e.g., Dean of Academic Affairs]
[Community College Name]
[Department/Division]

[Address]

Dear [Name or Search Committee],

I am writing to express my enthusiastic interest in the Program Director for [Program Name]
position at [Community College Name], as advertised on [Source]. With my background in
[Years] of higher education administration and my commitment to the mission of community
colleges, I am confident in my ability to lead the [Department Name] toward continued academic
excellence and student success.

In my previous role as [Current/Previous Title] at [Current/Previous Institution], I successfully
[mention a key accomplishment, e.g., overhauled curriculum, increased enrollment by X%, or
secured grant funding]. I possess a deep understanding of [specific industry standards or
accreditation requirements] and have a proven track record of fostering collaborative
relationships between faculty, staff, and local industry partners to ensure program relevance and
workforce readiness.

My leadership philosophy centers on student-centered equity and data-driven decision-making.
At [Community College Name], I am eager to apply my experience in [mention specific skill,
e.g., budget management, faculty development, or vocational training] to support your diverse
student population. I am particularly drawn to your institution's reputation for [mention a specific
college initiative or value].

I look forward to the possibility of discussing how my leadership experience and vision for
[Program Name] align with the goals of [Community College Name]. Thank you for your time
and consideration.

Sincerely,

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



