Jordan Taylor
January 16, 2026

Acme Corporation
RE: Freelance To Full Time Registrar

Dear Hiring Managet,

| am writing to express my enthusiasm for the Freelance To Full Time Registrar position at Acme Corpo-
ration, which | discovered on your careers page. With a proven track record in managing student registra-
tions and a deep commitment to improving administrative efficiency, | am excited about the opportunity
to contribute my skills to your esteemed organization.

During my time as a freelance registrar for various educational institutions, | successfully streamlined
the registration process, reducing the average processing time by 30%. By implementing a new digital
system for data entry and tracking, | ensured that all student records were up-to-date and accessible,
which significantly improved communication between departments. Additionally, | led workshops for fac-
ulty and staff on best practices for data management, which resulted in a 25% decrease in registration
discrepancies over one academic year.

| am particularly drawn to Acme Corporation because of its commitment to innovation in education and
student services. | am eager to bring my experience in developing effective registration strategies and
my passion for enhancing student experiences to your team. | believe that my proactive approach and
detail-oriented mindset would make me a valuable asset as you transition from freelance to a full-time
registrar.

I would love the chance 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 opportunity to speak
with you further about this exciting role.

Sincerely,

Jordan Taylor



