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Acme Corporation

RE: Entry Level Organizational Development Specialist

Dear Hiring Manager,

I am excited to apply for the Entry Level Organizational Development Specialist position at Acme Cor-

poration, which I discovered on your careers page. With a strong academic background in Human Re-

sources Management and hands-on experience in organizational analysis, I am eager to contribute to 

your team's efforts in enhancing employee engagement and improving organizational effectiveness.

During my internship at XYZ Company, I played a crucial role in a project that aimed to revamp the 

onboarding process for new hires. By collaborating with cross-functional teams, I helped to streamline 

the onboarding experience, resulting in a 25% reduction in the time it took for new employees to reach 

full productivity. Additionally, I conducted a survey to gather feedback from recent hires, which informed 

our adjustments and led to a 15% increase in overall satisfaction ratings, as measured in follow-up as-

sessments.

Furthermore, as a project leader for my university's organizational behavior club, I successfully organized 

workshops focused on team dynamics and leadership skills. This initiative not only fostered a stronger 

sense of community among members but also improved attendance by 40% over one semester. These 

experiences have equipped me with the ability to analyze organizational needs and implement effective 

strategies to foster a positive work culture.

I am enthusiastic about the opportunity to bring my skills in organizational development and data analy-

sis to Acme Corporation. I would love to discuss how my background, skills, and passion for employee 

development align with the goals of your organization. Thank you for considering my application; I look 

forward to the possibility of contributing to your team.

Sincerely,

Jordan M. Lee


