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Acme Corporation

RE: Entry Level Change Manager

Dear Hiring Manager,

I am writing to express my enthusiasm for the Entry Level Change Manager position at Acme Corporation, 

which I discovered on your careers page. With a strong academic background in Business Administra-

tion and hands-on experience in project management, I am eager to bring my skills to your esteemed 

company, known for its commitment to innovation and excellence.

During my internship at XYZ Solutions, I successfully led a team project aimed at streamlining internal 

communication processes. By implementing a new messaging platform, we reduced response times by 

30% and increased team collaboration. This experience honed my ability to analyze existing workflows 

and execute change initiatives effectively, aligning perfectly with the responsibilities of an Entry Level 

Change Manager. Additionally, in my capstone project at university, I conducted a thorough analysis of 

change management strategies across various industries, which allowed me to develop a comprehen-

sive change implementation plan that received commendation from faculty for its practical insights and 

structured approach.

I am particularly drawn to this position at Acme Corporation because of your focus on fostering a culture 

of continuous improvement. I am excited about the opportunity to contribute to your change management 

initiatives and support your teams in navigating transitions smoothly. I am looking forward to the possibility 

of discussing how my background, skills, and enthusiasms align with the goals of your team. Thank you 

for considering my application.

Sincerely,

Jordan Smith


