Jordan A. Mitchell
January 16, 2026

Acme Corporation
RE: Career Change Change Manager

Dear Hiring Managet,

| am excited to apply for the Career Change Change Manager position at Acme Corporation, as adver-
tised on LinkedIn. With my extensive background in organizational development and proven track record
of guiding teams through significant transitions, | am eager to bring my expertise in change management
to your innovative company.

In my previous role as a Change Management Consultant at Tech Innovations, | successfully led a
cross-functional team in implementing a new project management system that resulted in a 30% in-
crease in project delivery speed. By facilitating workshops and creating tailored communication plans, |
was able to engage stakeholders at all levels, ensuring buy-in and minimizing resistance. Additionally, |
developed a comprehensive training program that not only equipped employees with the necessary skills
but also aligned their career ambitions with the organization’s goals, fostering a culture of continuous
improvement.

Moreover, while working as a Senior HR Specialist at Global Solutions, | spearheaded an initiative aimed
at restructuring the workforce to better align with evolving market demands. This involved conducting
in-depth assessments of employee skills and creating personalized development plans that guided over
100 employees in their career transitions. The initiative not only boosted employee satisfaction scores
by 25% but also reduced turnover rates significantly, demonstrating the direct impact of effective change
management on both personnel and organizational health.

| am excited about the opportunity to contribute to Acme Corporation and help drive successful career
transitions within your team. | would welcome the chance to discuss how my skills and experiences

align with the goals of your organization. Thank you for considering my application. | look forward to the
possibility of speaking with you soon.

Sincerely,

Jordan A. Mitchell



