
Jordan Smith
January 16, 2026

Acme Corporation

RE: Entry Level Education Administrator

Dear Hiring Manager,

I am writing to express my enthusiasm for the Entry Level Education Administrator position at Acme 

Corporation, which I discovered on your careers page. With a passion for enhancing educational experi-

ences and a commitment to fostering an inclusive learning environment, I believe my background aligns 

perfectly with the values and goals of your organization.

During my time volunteering at a local community center, I successfully organized and managed af-

ter-school tutoring programs that served over 50 students from diverse backgrounds. This experience 

taught me the importance of adaptability and communication, as I engaged with students, parents, and 

educators to tailor our approach to meet the unique needs of each child. Additionally, while completing 

my degree in Educational Administration, I collaborated on a research project that focused on improving 

student engagement in remote learning environments, leading to actionable recommendations that were 

well-received by faculty and administration alike.

I am eager to bring my skills in program management and my passion for education to Acme Corporation. 

I am confident that my proactive approach and dedication to student success will make a positive impact 

on your team. I would love the opportunity to discuss how my background and enthusiasm can contribute 

to the ongoing success of your educational initiatives. Thank you for considering my application; I look 

forward to the possibility of discussing this exciting opportunity further.

Sincerely,

Jordan Smith


