Jordan Smith
January 16, 2026

Acme Corporation
RE: Hr Coordinator

Dear Hiring Managet,

| am excited to apply for the HR Coordinator position at Acme Corporation, as advertised on LinkedIn.
With a robust background in human resources and a passion for fostering a positive workplace culture, |
am eager to contribute to your team and support Acme Corporation's mission of innovation and inclusivity.

In my previous role at Tech Solutions Inc., | successfully managed the onboarding process for over 150
new employees, streamlining procedures that resulted in a 20% reduction in the time required to get new
hires acclimated. | implemented an automated tracking system that improved our onboarding feedback
loop, allowing us to enhance the experience for new employees continuously. Additionally, | played a
pivotal role in revamping our employee engagement programs, leading initiatives that boosted employee
satisfaction scores by 15% within a year. This experience has equipped me with the skills to implement
efficient HR processes that align with organizational goals.

| am particularly drawn to Acme Corporation's commitment to employee development and community
outreach. | believe my experience in facilitating training programs and my ability to manage various HR
projects effectively will allow me to contribute positively to your team. | am eager to bring my expertise
in human resources to Acme Corporation and support your ongoing efforts to create a dynamic and
supportive work environment.

I would welcome 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
contributing to your team.

Sincerely,

Jordan Smith



