Jordan L. Smith

January 16, 2026

Acme Corporation
RE: Promotion Career Counselor

Dear Hiring Managet,

| am excited to apply for the Promotion Career Counselor position at Acme Corporation, which | discov-
ered on your careers page. With a robust background in career counseling and a passion for helping
individuals navigate their career paths, | am eager to contribute my expertise to your esteemed orga-
nization. Acme Corporation’s commitment to employee growth and development resonates deeply with
my professional values, making this opportunity particularly appealing.

In my previous role as a Career Development Specialist at XYZ Enterprises, | successfully designed and
implemented a comprehensive promotion readiness program that increased internal promotion rates
by 30% over two years. This initiative involved conducting workshops, one-on-one coaching sessions,
and creating personalized development plans tailored to the unique strengths and aspirations of each
employee. Additionally, | spearheaded a mentorship program that paired junior staff with seasoned pro-
fessionals, fostering an environment of knowledge sharing and professional growth. This program not
only improved employee retention but also elevated overall job satisfaction, as evidenced by our annual
employee surveys.

I am also proud of my work in leveraging data analytics to identify key skill gaps among employees seek-
ing promotions. By analyzing performance metrics and feedback, | developed targeted training modules
that equipped staff with the necessary skills to advance. The implementation of these modules led to a
50% increase in applications for higher-level positions within six months, demonstrating the effectiveness
of a data-driven approach to career counseling.

| am keen to discuss how my background, skills, and enthusiasm align with the goals of Acme Corpora-
tion. Thank you for considering my application; | look forward to the opportunity to speak with you further
about how | can contribute to your team as a Promotion Career Counselor.

Sincerely,

Jordan L. Smith



