Jordan A. Smith

January 16, 2026

Acme Corporation
RE: Business Analyst

Dear Hiring Managet,

| am excited to apply for the Business Analyst position at Acme Corporation, as advertised on your com-
pany’s careers page. With a strong background in data analysis and project management, | am eager to
contribute to your team and help drive strategic initiatives that enhance operational efficiency and deliver
measurable results.

In my previous role at Tech Solutions Inc., | successfully led a cross-functional team to streamline the
customer onboarding process, reducing the time taken by 30% while improving customer satisfaction
scores by 15%. By utilizing data analytics tools such as Tableau and SQL, | identified key bottlenecks
and implemented solutions that not only enhanced the user experience but also increased our retention
rate by 10%. Additionally, | conducted a comprehensive market analysis that informed our product de-
velopment strategy, leading to a 20% increase in sales in the subsequent quarter.

| am particularly drawn to the opportunity at Acme Corporation because of your commitment to inno-
vation and excellence in the industry. | am confident that my analytical skills and proactive approach to
problem-solving would add significant value to your team. | would welcome the opportunity to discuss

how my experience and insights could align with Acme’s goals and objectives.

Thank you for considering my application. | look forward to the possibility of discussing my candidacy
further and how | can contribute to the success of Acme Corporation.

Sincerely,

Jordan A. Smith



