Jordan Taylor
January 16, 2026

Acme Corporation
RE: No Experience Billing Specialist

Dear Hiring Managet,

I am writing to express my enthusiasm for the No Experience Billing Specialist position at Acme Cor-
poration, which | discovered on your careers page. | am particularly drawn to this role due to Acme's
reputation for innovation and excellence in financial services, and | am eager to contribute to your team's
success.

Although I am new to the billing field, my background in customer service and attention to detail will serve
me well in this role. During my time at XYZ Retail, | streamlined the invoicing process for our customer
service department, reducing processing times by 15%. My efforts not only improved operational effi-
ciency but also enhanced customer satisfaction, as evidenced by a 20% increase in positive feedback
from customers regarding billing inquiries. Additionally, |1 have volunteered as a treasurer for my local
community organization, where | managed budgets and assisted with financial reporting. This experience
has given me a solid foundation in handling financial records and ensuring accuracy in all transactions.

I am excited about the opportunity to bring my skills in organization and communication to the Billing
Specialist role at Acme Corporation. | am eager to learn and grow within your esteemed company and
confident that my proactive approach and commitment to excellence will make a positive impact on
your team. | look forward to the possibility of discussing my application further and am grateful for your
consideration.

Sincerely,

Jordan Taylor



