Jordan Taylor Smith
January 16, 2026

Acme Corporation
RE: Career Change Arbitrator

Dear Hiring Managet,

| am writing to express my enthusiasm for the Career Change Arbitrator position at Acme Corporation,
which | discovered on your company’s careers page. With a background in conflict resolution and work-
force development, | am excited about the opportunity to leverage my skills in facilitating successful
career transitions for individuals seeking new paths in their professional journeys.

In my previous role as a Career Development Specialist at Greenlight Solutions, | successfully imple-
mented a coaching program that resulted in a 30% increase in successful job placements among clients
from diverse backgrounds. By conducting in-depth assessments and tailored workshops, | was able to
guide clients through the often challenging process of career change, helping them identify transferable
skills and market themselves effectively to potential employers. Additionally, | mediated disputes between
clients and employers, ensuring that all parties felt heard and valued, which fostered positive outcomes
and built lasting relationships.

My experience with conflict resolution extends to my role as a Volunteer Mediator at the Community Dis-
pute Resolution Center, where | facilitated over 100 mediation sessions. This involved not only guiding
discussions but also employing active listening and empathy to help parties reach mutually agreeable
solutions. | believe these skills are essential for a Career Change Arbitrator, as they enable me to address
and resolve concerns that may arise during the transition process effectively.

| am eager to bring my passion for helping individuals achieve their career aspirations to Acme Corpo-
ration and would welcome the opportunity to discuss how my background and skills align with the needs

of your team. Thank you for considering my application; | look forward to the possibility of contributing to
your esteemed organization.

Sincerely,

Jordan Taylor Smith



