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January 16, 2026

Acme Corporation

RE: Career Change Portfolio Manager

Dear Hiring Manager,

I am excited to apply for the Career Change Portfolio Manager position at Acme Corporation, as adver-

tised on your careers page. With a robust background in project management and a proven track record 

in client relations, I believe my unique skill set aligns perfectly with the innovative approach Acme takes 

in portfolio management.

In my previous role as a Senior Project Coordinator at XYZ Solutions, I led a cross-functional team that 

successfully restructured a client portfolio, resulting in a 25% increase in client retention rates over one 

year. By implementing strategic communication channels and leveraging data analysis, I was able to 

identify key areas for improvement and develop tailored solutions that resonated with our clients’ evolving 

needs. Additionally, my initiative to create a dynamic risk assessment framework not only enhanced our 

project delivery efficiency but also minimized potential losses by 15%.

Moreover, I spearheaded a training program for new team members focused on adaptive management 

strategies, which fostered a culture of continuous learning and innovation within my team. This initiative 

not only equipped them with essential skills to navigate complex projects but also increased overall team 

productivity by 30%. I am eager to bring this passion for development and strategic thinking to the Career 

Change Portfolio Manager role at Acme Corporation.

I am very much looking forward to the opportunity to discuss how my experience and vision can contribute 

to the success of your portfolio management team. Thank you for considering my application; I hope to 

speak with you soon.

Sincerely,

Jordan Thompson


