Jessica Morgan
January 16, 2026

Acme Corporation
RE: Entry Level Registrar

Dear Hiring Managet,

I am writing to express my enthusiasm for the Entry Level Registrar position at Acme Corporation, as
advertised on your careers page. With a strong commitment to accuracy and organization, | am eager
to contribute to your team and support the efficient management of student records and academic data.

During my time at State University, where | graduated with a degree in Education, | served as a student
assistant in the registrar's office. In this role, | was responsible for updating student records and process-
ing enrollment forms, ensuring that all data was accurately entered into the system. | successfully im-
proved the processing time for enroliment by 15% by implementing a new checklist system that stream-
lined the verification of documents. Additionally, | coordinated the annual course evaluation process,
which involved collecting and analyzing feedback from over 500 students, resulting in actionable insights
that were presented to faculty to enhance course offerings.

| am particularly drawn to this role at Acme Corporation because of your commitment to fostering a sup-
portive educational environment. | am excited about the opportunity to leverage my attention to detail and
organizational skills to maintain the integrity of academic records and contribute to the overall success
of your institution. | am confident that my proactive approach and passion for education would make me
a valuable addition to your team.

| would welcome the opportunity to discuss how my background and skills align with the needs of Acme
Corporation. Thank you for considering my application. | look forward to the possibility of contributing

to your esteemed team and am eager to provide further insights into how | can support your registrar's
office.

Sincerely,

Jessica Morgan



