Jordan Mitchell
January 16, 2026

Acme Corporation
RE: Career Change Court Clerk

Dear Hiring Managet,

| am excited to apply for the Career Change Court Clerk position at Acme Corporation, which | discovered
on your company’s careers page. With a background in administrative support and a strong passion for
the legal field, | believe | possess the skills and dedication necessary to excel in this role. My ability to
manage case files and work under pressure will allow me to contribute effectively to your team.

In my previous role as an Administrative Assistant at XYZ Law Firm, | successfully managed the sched-
uling of court dates and prepared legal documents, ensuring compliance with all procedural guidelines.
This experience has equipped me with a solid understanding of the intricacies involved in legal proceed-
ings and the importance of maintaining accurate records. One of my key achievements was developing
a tracking system that improved the efficiency of document retrieval by 30%, significantly reducing the
time attorneys spent searching for case files.

Additionally, my strong communication skills were honed while collaborating with attorneys, clients, and
court officials to facilitate seamless interactions. | took the initiative to implement a client follow-up proto-
col, which resulted in a 25% increase in timely responses and improved client satisfaction. | am eager to
bring my proactive approach and organizational abilities to the Court Clerk position at Acme Corporation,
ensuring that all operations run smoothly and efficiently.

I am looking forward to the opportunity to discuss how my background and skills align with the needs of
your team. Thank you for considering my application; | am excited about the possibility of contributing to
Acme Corporation as a Career Change Court Clerk.

Sincerely,

Jordan Mitchell



