Jordan Taylor
January 16, 2026

Acme Corporation
RE: No Experience Operations Manager

Dear Hiring Managet,

| am excited to apply for the No Experience Operations Manager position at Acme Corporation, as ad-
vertised on LinkedIn. | have always admired Acme's commitment to innovation and efficiency, and | am
eager to contribute my skills and enthusiasm to your team.

During my time as a project coordinator for a local nonprofit, | successfully managed multiple projects si-
multaneously, which honed my organizational and multitasking abilities. | led a volunteer team to stream-
line our food distribution process, resulting in a 30% increase in our operational efficiency. This experience
taught me the importance of effective communication and collaboration within a team, which | believe
are crucial skills for an Operations Manager.

Additionally, | completed an internship in a logistics company where | assisted in optimizing inventory
management. By analyzing data and implementing a new tracking system, we reduced inventory dis-
crepancies by 25%. This experience not only sharpened my analytical skills but also ignited my passion
for operations management and the impact it can have on a company's success.

| am eager to bring my dedication and proactive approach to the Operations Manager role at Acme
Corporation. | would love the opportunity to discuss how my background and aspirations align with the

goals of your team. Thank you for considering my application, and | look forward to the possibility of
contributing to your esteemed company.

Sincerely,

Jordan Taylor



