Jordan Smith
January 16, 2026

Acme Corporation
RE: Career Change Business Analyst

Dear Hiring Managet,

| am writing to express my enthusiasm for the Career Change Business Analyst position at Acme Cor-
poration, which | discovered on your careers page. With a strong background in project management
and a passion for data-driven decision-making, | am excited about the opportunity to contribute to your
team and help streamline business processes through analytical insights.

In my previous role as a Project Coordinator at XYZ Solutions, | led a cross-functional team in a project
that improved operational efficiency by 30%. By implementing a new tracking system for project de-
liverables, | was able to provide real-time data analysis that informed strategic adjustments, resulting
in a significant reduction in project turnaround time. Furthermore, my experience in utilizing tools such
as Tableau and SQL allowed me to gather and analyze data effectively, ensuring that our team made
informed decisions that aligned with our business objectives.

Additionally, | spearheaded a customer feedback initiative that directly influenced product development.
By designing and executing surveys that gathered insights from over 500 users, | identified trends that
led to a 25% increase in customer satisfaction scores. This experience taught me the value of leveraging
data to influence decision-making and the importance of stakeholder communication in driving projects
forward.

| am keen to bring my analytical skills and proactive approach to the Business Analyst role at Acme
Corporation. | am excited about the prospect of collaborating with your talented team and contributing to

valuable projects. Thank you for considering my application; | look forward to the opportunity to discuss
my candidacy further.

Sincerely,

Jordan Smith



