
Jordan Lee Thompson
January 16, 2026

Acme Corporation

RE: No Experience Concierge

Dear Hiring Manager,

I am excited to apply for the No Experience Concierge position at Acme Corporation, as advertised on 

your company’s careers page. With a strong passion for customer service and a keen interest in hospi-

tality, I believe this role aligns perfectly with my aspirations to contribute positively to guest experiences 

and create memorable moments for clients.

Though I am entering the concierge field without formal experience, I have developed essential customer 

service skills through my previous roles in retail and volunteer work. In my role at a local retail store, I 

successfully increased customer satisfaction scores by 20% over three months by actively listening to 

customer needs and resolving issues promptly. Additionally, during my time volunteering at a community 

center, I organized numerous events that required effective communication and coordination with various 

stakeholders, which honed my ability to anticipate needs and provide tailored solutions.

I am particularly drawn to Acme Corporation's commitment to excellence and innovation in guest ser-

vices. I am eager to bring my proactive approach, coupled with a determination to learn and grow within 

the hospitality industry, to your esteemed team. I would love the opportunity to discuss how my unique 

skills and enthusiasm can contribute to enhancing guest experiences at Acme Corporation. Thank you 

for considering my application.

Sincerely,

Jordan Lee Thompson


