Jordan Smith
January 16, 2026

Acme Corporation
RE: Hr Generalist

Dear Hiring Managet,

| am excited to apply for the HR Generalist position at Acme Corporation, as advertised on LinkedIn.
With a strong background in human resources and a passion for fostering positive workplace cultures,
| am eager to contribute to your team and support Acme's commitment to employee development and
engagement.

In my previous role at XYZ Enterprises, | successfully implemented a new onboarding process that re-
duced the time to full productivity for new hires by 30%. By collaborating with department managers to
tailor training programs and improve communication, | ensured that new employees felt welcomed and
supported from day one. Additionally, | led a diversity and inclusion initiative that increased employee
satisfaction scores by 25% over a year, showcasing my ability to drive meaningful change within an
organization.

| am particularly impressed by Acme Corporation's innovative approach to employee wellness and re-
tention strategies. | look forward to the opportunity to bring my expertise in employee relations, perfor-
mance management, and compliance to your HR team. | am confident that my proactive approach and

dedication to creating a supportive work environment would make a positive impact at Acme.

I would love the chance to discuss how my background, skills, and enthusiasms align with the needs of
your team. Thank you for considering my application. | hope to speak with you soon.

Sincerely,

Jordan Smith



