Jordan Mitchell
January 16, 2026

Acme Corporation
RE: Accounts Payable Specialist

Dear Hiring Managet,

| am excited to apply for the Accounts Payable Specialist position at Acme Corporation, as advertised
on LinkedIn. With a solid background in accounts payable and a commitment to maintaining accurate
financial records, | am eager to contribute my skills to your esteemed company and support your financial
operations efficiently.

In my previous role at Tech Solutions, | managed the full cycle of accounts payable processes, including
invoice processing, payment disbursement, and vendor communication. | successfully reduced invoice
discrepancies by 25% through the implementation of a new tracking system, which enhanced our accura-
cy and efficiency. Additionally, | took the initiative to streamline the payment approval process, effectively
reducing the average processing time from 14 days to just 7 days. My attention to detail and proactive
approach have consistently resulted in timely payments and improved vendor relationships.

Furthermore, | have extensive experience with various accounting software and ERP systems, which |
utilized to automate and improve reporting processes. By creating comprehensive reports on accounts
payable activity, | provided valuable insights that informed strategic decisions, ultimately saving the com-
pany 15% in operational costs over the last fiscal year. | am confident that my hands-on experience and
analytical skills will allow me to make a significant impact at Acme Corporation.

| am very interested in the opportunity to discuss how my background, skills, and enthusiasms align with
the needs of your team. Thank you for considering my application. | look forward to the possibility of
contributing to the continued success of Acme Corporation.

Sincerely,

Jordan Mitchell



