[Your Full Name]

[Address, City, Postcode]

[Phone Number] | [Email Address]
[LinkedIn Profile URL]

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Re: Clinical Operations Associate Application - [Job Reference Number]
Dear [Hiring Manager Name],

I am writing to express my interest in the Clinical Operations Associate position at [Company
Name], as advertised on [Platform/Source]. With a background in [Your Degree/Field] and
[Number] years of experience supporting clinical trial lifecycles, I am eager to contribute to your
team's clinical excellence and operational efficiency.

In my previous role at [Previous Company/Institution], I developed a strong foundation in GCP
compliance and trial documentation. My key achievements include:

e Supporting the management of [Phase I/IVIII] trials by coordinating with
[CROs/Vendors/Internal Stakeholders].

e Streamlining Trial Master File (TMF/eTMF) maintenance to ensure inspection readiness.

e Assisting in the tracking of study milestones, recruitment metrics, and site performance
data.

o Facilitating the preparation and distribution of essential regulatory documents.

I am particularly drawn to [Company Name] because of your commitment to [mention a specific
therapeutic area or company value]. My organizational skills and attention to detail align with your

requirement for rigorous oversight of study timelines and regulatory standards.

I welcome the opportunity to discuss how my clinical operations experience can support [Company
Name]'s upcoming trials. Thank you for your time and consideration.

Sincerely,

[Your Signature (if sending by mail)]

[Your Printed Name]



