
[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Employer's Name]

[Company's Name]

[Company's Address]

[City, State, ZIP Code]

Dear [Hiring Manager’s Name],

I am writing to express my interest in the Operations Lead role at ABC Company, as advertised on LinkedIn. With over 

15 years of experience in operations management and a proven track record of driving efficiencies and leading 

successful teams, I am excited about the opportunity to contribute to your organization's success.

As the Senior Director of Operations at GlobalTech Solutions, I spearheaded a company-wide operational 

transformation that not only increased productivity by 32% but also reduced overhead costs by $4.5 million annually. My 

implementation of a data analytics framework improved forecasting accuracy from 68% to 94%, resulting in more 

efficient resource allocation. Additionally, I have successfully led a team of 85 professionals, achieving a consistent 98% 

on-time delivery rate over three years.

Prior to my role at GlobalTech, I served as Operations Manager at Innovate Manufacturing Inc., where I directed daily 

operations for a $250 million division. By introducing lean manufacturing initiatives and process reengineering, I was 

able to reduce production cycle time by 27%. My collaboration with R&D to streamline product launch processes reduced 

time-to-market by 40 days, significantly enhancing our competitive edge.

My leadership skills are complemented by my technical expertise, including a Lean Six Sigma Black Belt certification 

and a Project Management Professional (PMP) credential. These qualifications have been instrumental in my ability to 

negotiate vendor contracts resulting in $2.1 million in annual savings and partner with executive boards to design 

strategic plans that contributed to $120 million in revenue growth.

In recognition of my contributions, I was honored with the GlobalTech Leadership Excellence Award in 2021 for 

outstanding operational innovation. Additionally, I was featured by IndustryWeek Magazine in 2019 as one of the "Top 

25 Operations Leaders to Watch."

I hold an MBA from Columbia Business School and a Bachelor of Science in Industrial Engineering from Northeastern 

University. I am an active member of the Association for Supply Chain Management (ASCM), Project Management 

Institute (PMI), and the American Management Association (AMA).

I am eager to bring my strategic vision and operational expertise to the Operations Lead Role at ABC Company. I am 

confident in my ability to make a significant contribution to your team. Thank you for your consideration and I look 

forward to the possibility of discussing how my skills and experiences align with the goals of your organization!

Sincerely,

[Your Name]


