
Letter of Readiness for Department Chair 

Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Department Name] 

[Institution Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally express my interest in the Department Chair position within the 

[Department Name] at [Institution Name]. With my extensive experience in academia and a 

strong commitment to fostering an inclusive and innovative learning environment, I believe I am 

well-prepared to take on this leadership role. 

Throughout my career, I have demonstrated my ability to collaborate with faculty, staff, and 

students to achieve departmental goals. I am passionate about developing academic programs 

that reflect current trends and address the needs of our student population. My vision for the 

[Department Name] includes enhancing our research initiatives and strengthening community 

partnerships. 

Moreover, I have successfully led various projects that reflect my dedication to improving 

pedagogical practices and promoting diversity within our curricula. I am eager to bring this 

expertise to the role of Department Chair, where I can contribute to the continued success and 

growth of our department. 



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

candidacy further. 

Sincerely, 

[Your Name] 


