Jordan Lee Thompson
January 16, 2026

Acme Corporation
RE: Entry Level Shipping Receiving Clerk

Dear Hiring Managet,

I am writing to express my enthusiasm for the Entry Level Shipping Receiving Clerk position at Acme
Corporation, which | discovered on your company careers page. With a strong interest in logistics and
supply chain management, | am eager to bring my attention to detail and organizational skills to your
team. Acme Corporation’s commitment to excellence aligns perfectly with my career ambitions, and | am
excited about the opportunity to contribute to your operations.

During my time as an intern at XYZ Logistics, | was responsible for assisting in the management of
incoming and outgoing shipments. | implemented a new tracking system that improved the accuracy of
our inventory by 25%, significantly reducing discrepancies in our stock levels. Additionally, | maintained
a consistent record of shipping schedules, ensuring that all packages were dispatched on time and in
compliance with safety regulations. This experience not only sharpened my time management skills but
also reinforced my commitment to delivering high-quality service.

Furthermore, while volunteering at the local food bank, | coordinated the logistics for food distribution dri-
ves, which involved organizing donations and managing warehouse inventory. This role honed my ability
to work under pressure and improved my teamwork skills as | collaborated with volunteers to streamline
operations. | am confident that these experiences have equipped me with the necessary skills to excel as
a Shipping Receiving Clerk, and | am eager to bring my proactive approach to your esteemed company.

| would love the opportunity to discuss how my background, skills, and enthusiasms align with the goals
of Acme Corporation. Thank you for considering my application; | look forward to the possibility of con-
tributing to your team.

Sincerely,

Jordan Lee Thompson



