Jordan A.Taylor

January 16, 2026

Acme Corporation
RE: Career Change Office Manager

Dear Hiring Managet,

| am writing to express my enthusiasm for the Career Change Office Manager position at Acme Cor-
poration, as advertised on LinkedIn. With a strong background in office management and a passion for
helping individuals navigate their career transitions, | am excited about the opportunity to contribute to
your team and support your mission of empowering employees to reach their full potential.

In my previous role as Office Manager at XYZ Enterprises, | successfully implemented a new scheduling
system that increased office efficiency by 30%. This system not only streamlined operations but also
allowed our team to focus more on professional development activities. | also led a career orientation
program for new hires, facilitating workshops and one-on-one sessions that improved employee retention
rates by 25% within the first year. My experience in developing training modules tailored to individual
strengths and career goals aligns well with the responsibilities of the Career Change Office Manager
position.

| am particularly drawn to Acme Corporation’s commitment to fostering a supportive environment for
career growth. | believe my ability to create and manage targeted career resources, coupled with my
adept organizational skills, will be beneficial in driving successful career transitions for your employees. |
am eager to bring my expertise in project management and employee engagement to your organization,
ensuring that each team member has the tools and guidance needed to thrive in their career path.

| would welcome the opportunity to discuss how my experience and vision align with the goals of Acme
Corporation. Thank you for considering my application. | look forward to the possibility of contributing to
your team and helping to facilitate meaningful career changes for your employees.

Sincerely,

Jordan A. Taylor



