
Jordan A. Mitchell
January 16, 2026

Acme Corporation

RE: Internship Training Manager

Dear Hiring Manager,

I am excited to apply for the Internship Training Manager position at Acme Corporation, which I discovered 

through your company's careers page. With a passion for developing future talent and a solid background 

in training program management, I am eager to contribute to your team and help enhance your internship 

initiatives.

In my previous role as a Training Coordinator at XYZ Enterprises, I successfully designed and implement-

ed a comprehensive onboarding program that increased new intern retention by 40% over a six-month 

period. I worked closely with department heads to identify key competencies and skills needed for our 

interns and created targeted training modules that aligned with these needs. Additionally, I facilitated 

workshops that received a 95% satisfaction rating from participants, demonstrating my ability to engage 

and inspire young professionals.

Moreover, I led a project to revamp our mentorship program, pairing interns with experienced staff mem-

bers to foster professional development. This initiative not only improved interns' job satisfaction but also 

resulted in a 30% increase in intern contributions to departmental projects. I am adept at using feedback 

to refine training processes, ensuring they meet both intern needs and organizational goals.

I am keen to bring my expertise in training development and passion for mentorship to Acme Corporation. 

I would love the opportunity to discuss how my background and skills can contribute to your internship 

programs. Thank you for considering my application, and I look forward to the possibility of collaborating 

with your team.

Sincerely,

Jordan A. Mitchell


