[Your Full Name]

[Your Phone Number]

[Your Email Address]

[Your LinkedIn Profile/Portfolio URL]

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Dear [Hiring Manager Name/Department Head],

I am writing to express my strong interest in the Production Planning Coordinator position at
[Company Name], as advertised on [Source of Job Posting]. With a background in [Number| years
of supply chain management and manufacturing operations, I am confident in my ability to
optimize your production schedules and ensure seamless workflow efficiency.

In my previous role at [Previous Company Name]|, I was responsible for coordinating complex
manufacturing timelines across multiple departments. Key achievements included:

e Implementing a [Specific Software/Methodology| system that reduced lead times by

[Percentage|%.

e Collaborating with procurement and logistics teams to maintain [Specific Inventory
Level/KPI].

e Resolving production bottlenecks through proactive capacity planning and resource
allocation.

I am particularly drawn to [Company Name| because of your reputation for [Mention a company
achievement or value]. I am eager to bring my expertise in [Specific Skill like MRP, ERP, or Lean
Manufacturing] to help your production team meet and exceed its operational targets.

Thank you for your time and consideration. I look forward to the possibility of discussing how my
skills in strategic scheduling and inventory control can contribute to the continued success of

[Company Name].

Sincerely,

[Your Signature]
[Your Printed Name]



