Jordan Alexander Smith
January 16, 2026

Acme Corporation
RE: Career Change Concierge

Dear Hiring Managet,

| am excited to apply for the Career Change Concierge position at Acme Corporation, as advertised on
your company’s careers page. With a passion for helping individuals navigate their career transitions
and a proven track record in career coaching, | believe | am well-suited to contribute to your team in
empowering clients to achieve their professional goals.

In my previous role as a Career Development Specialist at XYZ Consulting, | successfully guided over 150
clients through career transitions, helping them to identify transferable skills and explore new industries.
For instance, | developed a personalized coaching program that led to a 75% placement rate for clients
seeking positions in the tech sector, many of whom had no prior experience in that field. By leveraging
my extensive network and providing tailored job search strategies, | not only improved client outcomes
but also enhanced our firm’s reputation in the market.

Additionally, | spearheaded a workshop series focused on resume optimization and interview techniques.
This initiative resulted in a 40% increase in client engagement and significantly improved their confi-
dence during the job application process. Feedback from participants highlighted how the practical skills
learned during these sessions were instrumental in their successful transitions to new careers. | am
excited about the opportunity to bring my experience in career coaching and program development to
Acme Corporation as your Career Change Concierge.

I would welcome the chance to further discuss how my background, skills, and enthusiasms align with the
mission of Acme Corporation. Thank you for considering my application. | look forward to the possibility
of contributing to your team and helping clients navigate their career paths successfully.

Sincerely,

Jordan Alexander Smith



