
[Full Name] 

[Phone Number] | [Email Address] 

[LinkedIn Profile] | [City, State]  

[Date] 

 

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address]  

RE: [Job Title] - [Job ID/Reference Number] 

Dear [Hiring Manager Name], 

As a strategic leader with over [Number] years of experience driving [Key Industry Metric] and 

scaling [Specific Business Function], I am writing to express my strong interest in the [Job Title] 

position at [Company Name]. I have long admired [Company Name]'s commitment to [Company 

Core Value or Recent Innovation], and I am eager to leverage my expertise in [Skill A] and [Skill 

B] to contribute to your executive team. 

Recently, I took a deliberate [Duration]-month hiatus from my professional trajectory to [Brief 

Reason: e.g., fulfill a personal commitment / pursue advanced executive certifications / manage a 

family transition]. Far from a period of stagnation, this time allowed me to sharpen my focus on 

[Relevant Industry Trend or Skill] and gain a refreshed perspective on high-level organizational 

strategy. I am now fully prepared to re-enter the workforce with renewed vigor and a refined vision 

for [Specific Goal related to the role]. 

Throughout my career, I have demonstrated a consistent ability to: 

• Lead Transformations: Orchestrated [Project Name] which resulted in a [Percentage]% 

increase in [Metric]. 

• Strategic Planning: Developed multi-year roadmaps that secured [Dollar Amount] in 

funding/revenue. 

• Team Excellence: Mentored a cross-functional team of [Number], improving retention by 

[Percentage]%. 

I am particularly drawn to this role because of [Company Name]'s current focus on [Specific 

Company Challenge]. My background in [Previous Experience] aligns directly with your need for 

a leader who can navigate complex market shifts while maintaining operational excellence. 

I look forward to the opportunity to discuss how my strategic background and leadership 

philosophy can support [Company Name]'s objectives for the upcoming fiscal year. Thank you for 

your time and consideration. 



Sincerely, 

[Your Full Name]  


