[Your Full Name]
[Your Address]

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

[Date]

[Hiring Manager Name/Search Committee Chair]
[Title, e.g., Chief Executive Officer or Board Member]
[Organization Name]

[Organization Address]

Dear [Name/Search Committee],

I am writing to express my strong interest in the Chief Operating Officer position at [Organization
Name]. With over [Number] years of experience in executive leadership and operational
management within the social impact sector, I have built a career centered on scaling
organizational capacity and aligning internal systems with mission-critical goals.

Throughout my tenure at [Current/Previous Organization], I led initiatives that resulted in a
[Percentage]% increase in operational efficiency and successfully managed a budget of
$[Amount]. My approach to the COO role focuses on bridging the gap between high-level strategy
and daily execution. I am particularly drawn to [Organization Name]'s commitment to [Specific
Mission/Program], and I am eager to apply my expertise in financial oversight, human resources,
and cross-departmental integration to ensure your organization's continued sustainability.

Key highlights of my qualifications include:

o Strategic Planning: Developed and executed multi-year operational roadmaps that
supported organizational growth from [Size] to [Size].

e Process Optimization: Overhauled [Specific System, e.g., CRM or Financial Reporting]
to improve data integrity and stakeholder transparency.

e People & Culture: Championed inclusive leadership practices that improved staff
retention by [Percentage]% and fostered a high-performance culture.

As [Organization Name] enters its next phase of growth, I am confident that my background in
navigating complex organizational transitions will be an asset to your leadership team. I welcome
the opportunity to discuss how my operational philosophy and dedication to [Industry/Cause] align
with the needs of your Board and staff.

Sincerely,



[Your Signed Name]
[Your Printed Name]



