Jordan Smith
January 16, 2026

Acme Corporation
RE: Entry Level Employee Relations Specialist

Dear Hiring Managet,

| am writing to express my enthusiasm for the Entry Level Employee Relations Specialist position at
Acme Corporation, which | discovered on your careers page. With a strong academic background in
Human Resources and a passion for fostering positive workplace environments, | am excited about the
opportunity to contribute to your team and support your organizational goals.

During my internship at XYZ Company, | played a crucial role in conducting employee satisfaction surveys
that led to the implementation of new engagement strategies. My efforts resulted in a 20% increase in
employee satisfaction scores over six months, demonstrating my ability to analyze data and translate
it into actionable strategies. Additionally, | assisted in the onboarding process for new hires, ensuring
a smooth transition through comprehensive orientation sessions. This experience not only honed my
communication skills but also deepened my understanding of the importance of employee integration
within corporate culture.

Furthermore, | participated in conflict resolution training where | learned effective mediation techniques.
By applying these skills in real scenarios, | helped resolve a workplace disagreement between team
members, facilitating a positive outcome that improved team dynamics and productivity. | am eager to
bring this proactive approach to employee relations at Acme Corporation, ensuring that team members
feel valued and supported.

| am genuinely excited about the possibility of joining Acme Corporation and contributing to your efforts
in enhancing employee relations. | would appreciate the opportunity to discuss how my background and

skills align with your needs. Thank you for considering my application. | look forward to the possibility of
speaking with you soon.

Sincerely,

Jordan Smith



