Jordan Spencer
January 16, 2026

Acme Corporation
RE: Program Manager

Dear Hiring Managet,

| am excited to apply for the Program Manager position at Acme Corporation, as advertised on LinkedIn.
With a solid background in project management and a passion for driving operational excellence, | am
eager to contribute to your team and help lead successful initiatives that align with Acme's strategic
objectives.

In my previous role at Tech Solutions Inc., | successfully led a cross-functional team in the implementation
of a new project management software that increased project delivery efficiency by 30%. By facilitating
workshops and training sessions, | ensured that team members were equipped to leverage the new tool
effectively, resulting in a smoother transition and higher productivity. Additionally, | played a pivotal role
in a product launch that exceeded revenue targets by 25% within the first quarter, thanks to my strong
stakeholder management and meticulous planning.

Furthermore, | spearheaded an initiative to streamline communication processes between departments,
which reduced project delays by 40%. By establishing regular check-ins and utilizing feedback loops, |
was able to foster a collaborative environment that encouraged transparency and accountability. | believe
these experiences have honed my ability to manage multiple programs simultaneously while ensuring
alignment with broader organizational goals.

| am very enthusiastic about the opportunity to bring my unique expertise to Acme Corporation and would
love to discuss how my background, skills, and enthusiasms align with the needs of your team. Thank you
for considering my application; | look forward to the possibility of contributing to your innovative projects.

Sincerely,

Jordan Spencer



