Jordan Thompson
January 16, 2026

Acme Corporation
RE: Career Change

Dear Hiring Managet,

| am excited to apply for the Career Change position at Acme Corporation, which | discovered through
LinkedIn.With a diverse background in project management and customer service, | am eager to leverage
my skills in a new and dynamic environment, contributing to your team and driving innovative solutions.

In my previous role as a Project Coordinator at XYZ Solutions, | successfully led a cross-functional team
to deliver a key client project three weeks ahead of schedule. This initiative resulted in a 15% increase
in client satisfaction ratings and a follow-up contract worth $200,000. My ability to coordinate various
stakeholders and manage timelines effectively equipped me with the organizational skills necessary for
transitioning into this new role at Acme Corporation. Additionally, while working in customer service, |
implemented a new feedback system that streamlined processes and improved response time by 30%,
showcasing my commitment to continuous improvement and my ability to adapt to new challenges.

| am particularly drawn to the values and innovative approach at Acme Corporation, and | am eager to
bring my unique perspective to your team. | believe my experience in managing projects and enhancing
customer experiences aligns well with the objectives of the Career Change position. | would welcome the
opportunity to further discuss how my background, skills, and enthusiasms can contribute to the success
of your organization. Thank you for considering my application.

Sincerely,

Jordan Thompson



