Jordan Smith
January 16, 2026

Acme Corporation
RE: No Experience Maintenance Manager

Dear Hiring Managet,

| am writing to express my enthusiastic interest in the No Experience Maintenance Manager position at
Acme Corporation, as advertised on your careers page. | am excited about the opportunity to contribute
to ateam that is renowned for its commitment to operational excellence and innovative solutions in facility
management.

While | may not have direct experience in a maintenance management role, | have developed a strong
foundation in maintenance operations through my previous positions in facilities support and as a volun-
teer coordinator for community projects. In my recent role at a local non-profit organization, | success-
fully led a team of volunteers in renovating a community center, which included managing schedules,
ensuring compliance with safety standards, and coordinating with various tradespeople. This project
not only honed my organizational and leadership skills but also taught me the importance of proactive
maintenance measures to prevent issues before they arise.

Additionally, | completed a comprehensive internship with a property management firm, where | assisted
in implementing a new preventative maintenance program. By collecting data on facility usage and main-
tenance requests, | helped identify key areas for improvement, resulting in a 15% reduction in emergency
repair incidents over six months. I am confident that my ability to analyze data, coupled with my proactive
approach to problem-solving, will enable me to make a positive impact at Acme Corporation.

| am eager to discuss how my skills and experiences align with the needs of your team. Thank you
for considering my application. | look forward to the opportunity to contribute to the success of Acme
Corporation and to discuss my candidacy in further detail.

Sincerely,

Jordan Smith



