
[Mention the date] 

To, 

[Mention the name of the Hiring manager] 

[Mention the name of the company] 

[Mention the address of the company] 

Dear [Mr. /Mrs. /Ms.] [Mention the name of the manager] 

This letter is to refer to your job requirement on (mention the name of the portal or 
website) for the post of chief information manager (CIO) at your esteemed company 
(mention the name of the company or organization) which is at (mention the location 
of the company or organization).  

I have completed my (mention the name of the degrees or courses) from (mention 
the name of the college or university). 

I worked as a (mention the post of the sender) for more than a period of (mention the 
total working period of the sender) at (mention the name of the previous company or 
organization of the sender). I have to experience more than (mention the total period 
of the experience).  

In detail, I gave the experiences on setting objectives and strategies for the IT 
department, selecting and implementing suitable technologies to streamline all 
internal operations and help to optimize their strategic benefits, designing and 
customizing technological systems and platforms to improve client’s experience, 
planning the implementation of new systems and guide IT professionals and other 
staff within the organizations.  

Overseeing the technological infrastructure of networks and computer systems, in 
the organization to make sure optimal performance. 

Also, directing and organizing IT-related projects, monitoring changes or 
advancements in technology to discover ways the company can gain a competitive 
advantage, analyzing the cost, risks, values of information technology to advise 
management and suggest actions, 



Approving purchases of technological equipment and software, and establishing a 
partnership with IT providers. Moreover, the requirements for the post of chief 
information officer, I have been proven as a CIO with the experience of (mention the 
total period of experience). 

I have great knowledge of IT system and infrastructure, a background in designing or 
developing IT system and planning IT implementation, a solid understanding of data 
analysis, business operation, and budgeting, superior analytical and problem-solving 
capabilities. 

And a strong strategic and business mindset, excellent organizational and leadership 
skills, outstanding communication and interpersonal abilities.  

I have attached my resume with this application letter. Please have a look at it. Feel 
free to contact me on (mention the contact details of the sender). 

Thank you for your precious time. 

Sincerely, 

[Mention the name of the sender] 

[Mention the address of the sender] 

 
 


