[Full Name]

[City, State, Zip Code]

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

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Dear [Hiring Manager Name/Search Committee],
Re: [Job Title / Reference Number]

[Introductory paragraph: State your interest in the Clinical Operations Executive role and provide
a high-level summary of your years of experience in clinical trial management, drug
development, or life sciences leadership.]

[Body paragraph 1: Detail your expertise in strategic oversight, including GCP compliance,
vendor management (CROs), and multi-phase global clinical trials. Highlight your ability to
scale operations and meet regulatory milestones. |

[Body paragraph 2: Discuss specific quantitative achievements, such as reducing clinical
timeline cycles, managing multi-million dollar budgets, or successful FDA/EMA submissions

and inspections.]

[Body paragraph 3: Address your leadership philosophy, team development, and cross-functional
collaboration with Medical Affairs, Regulatory, and Data Management departments. |

[Closing paragraph: Reiterate your value proposition and express interest in discussing how your
operational strategies align with the company's current pipeline.]

Sincerely,

[Your Signature]
[Your Printed Name]



