[Full Name]

[Phone Number] | [Email Address]
[LinkedIn Profile URL] | [City, State]
[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

RE: [Target Leadership Position]

Dear [Hiring Manager Name],

[Opening Paragraph: State interest in the role and provide a high-level summary of your
background in strategic operations and leadership. Mention your intent to bring operational
excellence to the specific transition or growth phase the company is currently facing. ]
[Strategic Vision & Change Management: Describe your approach to streamlining complex

workflows and leading cross-functional teams through organizational shifts. Highlight your
ability to align operational goals with broader business objectives.]

Key Achievements:
e [Metric-driven accomplishment related to process optimization or cost reduction. |
o [Example of leading a team through a significant merger, acquisition, or digital

transformation. |
» [Evidence of scaling operations to support rapid revenue growth or market expansion.]

[Cultural Fit & Leadership Philosophy: Explain your method for fostering high-performance
cultures and maintaining operational continuity during periods of uncertainty or transition. ]

[Closing Paragraph: Reiterate value proposition. Express enthusiasm for discussing how your

leadership can stabilize and accelerate [Company Name]'s strategic roadmap.]

Sincerely,

[Full Name]



