[Full Name]

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

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Subject: Application for [Job Title - e.g., Head of Digital Transformation / Director of E-
commerce]

Dear [Hiring Manager Name/Selection Committee],

[Opening Paragraph: Introduce your background as a retail leader. Mention your years of
experience scaling digital ecosystems and your specific interest in how (Company Name) is
currently positioning itself in the omnichannel market. ]

[Body Paragraph 1: Strategic Vision. Detail your experience in aligning IT, Marketing, and
Operations to modernize the customer journey. Mention specific high-level goals like cloud
migration, ERP implementation, or headless commerce adoption.]

[Body Paragraph 2: Measurable Impact. Use bullet points for key achievements:]

o Implemented [Specific Technology] resulting in a [Percentage]% increase in online
conversion rates.

e Architected an omnichannel strategy that integrated [Store-side Tech] with [Digital
Platform], boosting LTV by [X].

e Led cross-functional teams of [Number] to deliver [Major Project] under budget and
ahead of schedule.

[Body Paragraph 3: Cultural/Operational Leadership. Describe your approach to change
management and how you foster a digital-first culture within traditional retail environments. ]

[Closing Paragraph: Reiterate your value proposition. State your desire for an interview to
discuss how your roadmap for digital maturity aligns with (Company Name)'s five-year goals.]

Sincerely,

[Full Name]



