Jordan Avery Thompson
January 16, 2026

Acme Corporation
RE: Career Change Operations Analyst

Dear Hiring Managet,

| am excited to apply for the Career Change Operations Analyst position at Acme Corporation, as adver-
tised on LinkedIn. With a strong background in project management and a passion for optimizing opera-
tional processes, | am eager to contribute to your team and help drive efficiency within your organization.

In my previous role as a Project Coordinator at XYZ Solutions, | successfully led a cross-functional team
in a six-month initiative that cut costs by 20% through process reengineering. By analyzing workflow
inefficiencies and implementing data-driven strategies, | not only improved team productivity but also
enhanced the quality of deliverables. Additionally, | developed a comprehensive reporting system that
provided real-time visibility into project statuses, ensuring that stakeholders were continuously informed
and engaged. This experience has equipped me with the analytical skills and operational insight that |
believe are crucial for the Operations Analyst role at Acme Corporation.

Moreover, | spearheaded a customer feedback project that resulted in a 30% increase in client satisfac-
tion ratings over one year. By utilizing quantitative methods to gather and analyze customer data, | was
able to identify key areas for improvement and recommend actionable changes that directly aligned with
business objectives. These experiences have honed my ability to translate complex data into actionable
insights, making me a strong candidate for this position.

| am very interested in the opportunity to further discuss how my background in project management and
data analysis can align with the goals of Acme Corporation. Thank you for considering my application; |
look forward to the possibility of contributing to your team.

Sincerely,

Jordan Avery Thompson



