Jordan A. Mitchell

January 16, 2026

Acme Corporation
RE: Career Change Counselor

Dear Hiring Managet,

I am excited to apply for the Career Change Counselor position at Acme Corporation, which | discovered
on LinkedIn. With a strong background in career coaching and a passion for helping individuals navigate
transitions, | am eager to bring my expertise to your team and contribute to your mission of empowering
clients to achieve their career goals.

In my previous role as a Career Advisor at Bright Futures, | successfully facilitated over 200 career
transition workshops, assisting individuals from various industries to identify their transferable skills and
develop effective job search strategies. One notable achievement involved guiding a group of laid-off
professionals through a structured program that resulted in 75% of participants securing new positions
within three months. This experience honed my ability to provide personalized support and leverage my
coaching skills to foster resilience and confidence among job seekers.

Additionally, | implemented a new assessment tool that enabled clients to better understand their
strengths and areas for development, which significantly improved client engagement and satisfaction
rates. The feedback from clients indicated a 90% satisfaction rate, with many expressing that the in-
sights gained were instrumental in their successful career pivots. | am dedicated to using data-driven
approaches to enhance client outcomes and ensure they are well-prepared for the job market.

| am enthusiastic about the opportunity to discuss how my background and skills align with the needs
of Acme Corporation. Thank you for considering my application; | look forward to the possibility of con-
tributing to your team and supporting clients in their career transitions.

Sincerely,

Jordan A. Mitchell



