Jordan A.Thompson
January 16, 2026

Acme Corporation
RE: Internship Operations Director

Dear Hiring Managet,

| am excited to apply for the Internship Operations Director position at Acme Corporation, as advertised
on your careers page. With a strong background in operations management and a passion for fostering
talent in young professionals, | believe | would be an excellent fit for your team. Acme’s commitment to
innovation and excellence resonates with my professional values, and | am eager to contribute to your
mission of developing the next generation of leaders in the industry.

In my previous role as Operations Coordinator at XYZ Enterprises, | successfully led a project that
streamlined our internship program, resulting in a 30% increase in intern retention rates over two years.
By implementing a structured feedback process and mentoring program, | was able to enhance the
interns' experience, ensuring they received valuable professional development while contributing to our
team’s objectives. Additionally, | established partnerships with local universities, which not only broad-
ened our recruitment outreach but also improved the quality of our candidates, aligning with the strategic
goals of the organization.

Moreover, during my tenure at ABC Nonprofit, | managed a team responsible for coordinating internship
placements for over 100 students annually. | introduced data-driven assessments to evaluate intern per-
formance, which led to a measurable increase in productivity by 25%. This experience highlighted my
ability to effectively oversee operations while empowering interns to achieve their personal and profes-
sional goals.

| am enthusiastic about the opportunity to discuss how my experience and vision align with the goals
of Acme Corporation. Thank you for considering my application; | look forward to the possibility of con-
tributing to your team and helping to shape a successful internship program that nurtures future talent.

Sincerely,

Jordan A. Thompson



