Jordan Taylor Smith
January 16, 2026

Acme Corporation
RE: Career Change Contract Manager

Dear Hiring Managet,

I am excited to apply for the Career Change Contract Manager position at Acme Corporation, which |
discovered on your careers page. With a strong background in project management and negotiation, |
am eager to leverage my skills in a contract management role where | can contribute to the success of
your organization.

In my previous position as a Project Manager at XYZ Solutions, | successfully led a cross-functional team
in negotiating a multi-million dollar contract with a key client, resulting in a 25% increase in revenue over
two years. My ability to analyze complex contract provisions and work collaboratively with legal teams
ensured that we not only met our operational goals but also built lasting relationships with our partners.
Additionally, | implemented a contract tracking system that reduced our approval cycle time by 30%,
significantly enhancing our team’s efficiency.

| am particularly drawn to this role at Acme Corporation because of your commitment to innovation and
excellence in contract management. | am eager to bring my strategic thinking and problem-solving skills
to your team, ensuring that all contractual obligations are met while maximizing opportunities for growth. |
believe my proactive approach and dedication to continuous improvement will align perfectly with Acme’s
mission.

| would love the opportunity to further discuss how my background and insights could contribute to the
ongoing success of Acme Corporation. Thank you for considering my application. | look forward to the
possibility of discussing this exciting opportunity with you.

Sincerely,

Jordan Taylor Smith



