
Jordan Lee Thompson
January 16, 2026

Acme Corporation

RE: No Experience Shipping Receiving Clerk

Dear Hiring Manager,

Dear Hiring Manager,

I am writing to express my enthusiasm for the No Experience Shipping Receiving Clerk position at Acme 

Corporation, as advertised on your careers page. I am excited about the opportunity to contribute to a 

company known for its commitment to excellence in logistics and supply chain management.

While I may not have direct experience in shipping and receiving, my background in retail and customer 

service has equipped me with essential skills that are highly relevant to this role. For instance, during my 

time as a sales associate at Retail Plus, I was responsible for managing inventory levels and ensuring 

accurate stock counts. This experience taught me the importance of attention to detail and organizational 

skills, which are crucial in a shipping environment. Additionally, I successfully implemented a new inven-

tory tracking system that reduced discrepancies by 20%, demonstrating my ability to optimize processes 

and improve efficiency.

I am also familiar with various computer systems and inventory management software through my 

coursework in business administration. My strong communication skills and ability to work well in a 

team-oriented environment make me a quick learner, ready to adapt to the fast-paced operations at 

Acme Corporation. I am eager to bring my strong work ethic and dedication to this role, ensuring that all 

shipping and receiving tasks are completed accurately and efficiently.

I am very interested in discussing how my background, skills, and enthusiasm can contribute to the 

success of the shipping department at Acme Corporation. Thank you for considering my application. I 

look forward to the opportunity to speak with you soon.

Sincerely,

Jordan Lee Thompson


