[FULL NAME]

[ADDRESS] « [CITY, STATE, ZIP]
[PHONE NUMBER] » [EMAIL ADDRESS]
[LINKEDIN PROFILE/PORTFOLIO URL]

[Date]

[Name of Search Committee Chair/Board Member]
[Title, e.g., Chair of the Presidential Search Committee]
[Name of Institution]

[Department/Office Address]

[City, State, Zip]

Dear [Title and Name of Search Committee Chair]:

I am writing to express my enthusiastic interest in the position of [Position Title, e.g., Provost /
Vice President of Student Affairs / President] at [Name of Institution], as advertised in [Source
of Advertisement]. With over [Number] years of progressive leadership experience in higher
education administration, I have developed a deep commitment to [Core Value, e.g., student
success / institutional equity / academic excellence] that aligns perfectly with the strategic vision
of [Name of Institution].

Throughout my tenure as [Current/Previous High-Level Role] at [Current/Previous Institution], |
have successfully navigated complex institutional challenges. My leadership has resulted in [Major
Metric 1, e.g., a 15% increase in retention rates] and the oversight of a budget exceeding
$[Amount]. I am particularly proud of my work in [Specific Achievement, e.g., spearheading the
2024 Strategic Plan or launching a multi-disciplinary research hub], which required fostering
collaborative relationships across faculty, staff, and external stakeholders.

The mission of [Name of Institution] to [Reference Institution's Mission Statement] resonates with
my professional philosophy. I am eager to bring my expertise in [Skill 1, e.g., fiscal stewardship],
[Skill 2, e.g., shared governance], and [Skill 3, e.g., community partnerships] to your executive
team. I am confident that my vision for [Specific Area relevant to the job] will contribute
significantly to the continued growth and prestige of the university.

Thank you for your time and for your consideration of my application. I look forward to the
possibility of discussing how my background in transformative leadership can serve the [Name of

Institution] community.

Sincerely,



[Digital Signature/Handwritten Signature]

[Full Name]



