[Your Name]

[Your Current Title]

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

[Date]

[Recipient Name]
[Recipient Title]
[Organization Name]

Dear [Recipient Name],

I am writing to formally express my interest in the [Specific Vice President Role] position at
[Organization Name]|. Having closely followed the organization's recent trajectory, I am eager to
bring my experience in [Core Competency 1] and [Core Competency 2] to lead your
[Department/Division| through its next phase of growth.

Throughout my tenure as [Current/Previous Executive Role]| at [Previous Company], I
specialized in navigating complex leadership transitions. My approach centers on stabilizing
operations while identifying immediate opportunities for strategic optimization. Notably, I
successfully led a team of [Number]| to achieve [Key Achievement/Metric| during a period of
[Change/Restructuring].

My strategic priorities for this transition include:

e Operational Continuity: Ensuring zero disruption to [Critical Business Function| during
the hand-over.

o Stakeholder Alignment: Building immediate rapport with the executive board and
cross-functional partners.

e Cultural Integration: Reinforcing [Company Value| while mentoring the next tier of
leadership.

I am confident that my background in [Industry/Sector| and my commitment to high-stakes
leadership will allow me to contribute immediately to the mission of [Organization Name]. I
welcome the opportunity to discuss how my vision for the [ Department Name]| aligns with your
long-term objectives.

Sincerely,

[Your Name]



