
Jane Doe 

123 Main Street 

City, State, ZIP 

Email: janedoe@email.com 

Phone: (123) 456-7890 

Date: October 1, 2023 

Hiring Manager 

Company Name 

Company Address 

City, State, ZIP 

Dear Hiring Manager, 

I am writing to express my interest in the Executive Leadership position at Company Name as 

advertised on your careers page. With over fifteen years of experience in leadership roles within 

the industry, I am well-prepared to contribute to your organization and lead your team towards 

achieving strategic objectives. 

In my previous role as Chief Operating Officer at XYZ Corp, I successfully increased 

operational efficiency by 30% and spearheaded several key initiatives that boosted revenue. My 

approach to leadership emphasizes collaboration, innovation, and accountability, all of which are 

vital for driving a company's success in today's competitive landscape. 

I am particularly drawn to this role at Company Name because of your commitment to [specific 

company value or project]. I believe my strategic vision aligns well with your goals, and I am 

eager to bring my skills in [specific relevant skills] to your leadership team. 

Thank you for considering my application. I look forward to the opportunity to discuss how my 

experience and vision can contribute to the ongoing success of Company Name. 

Sincerely, 

Jane Doe 


