
Jordan A. Mitchell
January 16, 2026

Acme Corporation

RE: 911 Dispatcher

Dear Hiring Manager,

I am writing to express my enthusiasm for the 911 Dispatcher position at Acme Corporation, which I dis-

covered through your careers page. With a strong background in emergency response and a dedication 

to public service, I am excited about the opportunity to contribute to your team and help ensure the safety 

of our community.

In my previous role as an Emergency Communications Officer at Citywide Dispatch, I effectively han-

dled over 150 calls per day, prioritizing and dispatching emergency services with precision and urgency. 

My quick decision-making skills were instrumental during a critical incident where I coordinated a mul-

ti-agency response to a building fire. This experience not only reinforced my ability to remain calm un-

der pressure but also honed my skills in leveraging technology to track real-time data, which improved 

response times by 20%.

Additionally, I achieved a 98% satisfaction rating in post-call surveys, demonstrating my commitment to 

customer service even in high-stress situations. I implemented a new protocol for caller engagement 

that helped to de-escalate tense situations, providing comfort and assurance to distressed callers while 

ensuring that responders received the necessary information to act swiftly. These experiences have 

equipped me with the tools to handle the diverse challenges faced in a 911 dispatch environment effec-

tively.

I am eager to bring my skills in emergency communication and problem-solving to Acme Corporation 

and would appreciate the opportunity to discuss how my background aligns with your needs. Thank you 

for considering my application; I look forward to the possibility of contributing to your team.

Sincerely,

Jordan A. Mitchell


