[Your Full Name]
[Street Address]

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

[Date]

[Hiring Manager Name]

[Title, e.g., Chief Medical Officer or VP of HR]
[Organization Name]

[Organization Address]

[City, State, Zip Code]

Dear [Mr./Ms./Dr.] [Recipient Last Name|,

I am writing to formally express my interest in the Executive Director of Clinical Operations
position at [Organization Name]. With over [Number] years of experience in clinical research
leadership, therapeutic development, and global site management, I have a proven track record of
optimizing operational excellence while ensuring strict adherence to ICH-GCP and regulatory
standards.

Throughout my career, I have successfully overseen multi-million dollar budgets and cross-
functional teams to deliver complex clinical programs across [Phase I-1V] trials. At [Previous
Organization], I was responsible for [Key Achievement, e.g., reducing study startup timelines by
25% or successfully navigating a pivotal FDA audit]. My expertise lies in strategic vendor
management, protocol design, and the implementation of decentralized trial technologies to
enhance patient recruitment and retention.

[Organization Name]'s commitment to [mention a specific company mission or therapeutic area]
aligns perfectly with my professional background and my passion for bringing life-changing
therapies to market. I am confident that my ability to scale clinical infrastructure and foster a
culture of quality compliance will contribute significantly to the continued growth of your clinical
portfolio.

I welcome the opportunity to discuss how my clinical leadership experience can support the
strategic goals of [Organization Name]. Thank you for your time and consideration.

Sincerely,

[Your Signature (if sending by mail)]
[Your Printed Name]



