Anthony R. Williams
742 Meadowbrook Drive
Columbus, OH 43215
Phone: (614) 555-7821
Email: anthony.williams@email.com
LinkedIn: linkedin.com/in/anthonyrwilliams
Date: January 16, 2026
Hiring Manager
Office of Operations & Strategy
Department of Public Administration
Columbus, OH
Dear Hiring Manager,
I am writing to apply for the Program Operations Specialist position within the Department of Public Administration. I bring over eight years of experience supporting government and industry programs through structured planning, performance monitoring, and compliance-driven operations.
In my current and previous roles, I have supported multi-department initiatives, tracked performance metrics, prepared executive-level reports, and assisted leadership teams with data-driven decision-making. I have worked closely with internal stakeholders and external partners to ensure programs are delivered on time, within budget, and in alignment with federal and state regulations.
I am particularly skilled in operational analysis, process improvement, and cross-functional coordination. I have contributed to initiatives that improved service efficiency, strengthened reporting accuracy, and enhanced accountability across organizational units. My work style is detail-oriented, organized, and focused on measurable outcomes.
I am confident that my experience, work ethic, and commitment to public service would allow me to add value to your team. I would welcome the opportunity to discuss how my background aligns with the needs of your department.
Sincerely,
Anthony R. Williams

