Jordan A.Thompson
January 16, 2026

Acme Corporation
RE: Promotion Court Clerk

Dear Hiring Managet,

| am writing to express my enthusiasm for the Promotion Court Clerk position at Acme Corporation, as
advertised on your careers page. With a strong background in legal administration and a keen eye for
detail, | am excited about the opportunity to contribute to your team and support the judicial process
effectively.

In my previous role as a Court Clerk at the City District Court, | successfully managed case files and
ensured that all documentation was accurate and compliant with legal standards. | played a pivotal role
in a project that improved the filing system, reducing processing time by 30% and increasing overall
efficiency. This initiative streamlined our workflow and allowed for quicker access to case information,
which significantly improved service delivery to attorneys and the public alike.

Additionally, | have a proven track record in resolving conflicts and maintaining professionalism in
high-pressure environments. During a recent court session, | effectively mediated a scheduling conflict
between multiple parties, which enhanced cooperation among them and ensured that court proceedings
continued smoothly. My ability to communicate clearly and work collaboratively with judges, attorneys,
and the public has been key to my successes in the judiciary.

| am eager to bring my expertise in court administration and my commitment to excellence to Acme
Corporation. | look forward to the possibility of discussing how my background and skills align with the
needs of your team. Thank you for considering my application for the Promotion Court Clerk position.

Sincerely,

Jordan A. Thompson



