Jordan L. Mitchell

January 16, 2026

Acme Corporation
RE: Promotion Court Reporter

Dear Hiring Managet,

I am writing to express my enthusiasm for the Promotion Court Reporter position at Acme Corporation,
as advertised on your careers page. With over five years of experience in court reporting and a keen
understanding of legal terminology and procedures, | believe | am well-suited to contribute to your es-
teemed team.

In my previous role at XYZ Court Reporting Services, | successfully managed the reporting of over 300
court sessions annually, maintaining a 98% accuracy rate in transcriptions. My commitment to detail and
precision allowed me to quickly adapt to varying courtroom environments and case complexities. Notably,
| played a pivotal role in implementing a new digital reporting system that reduced turnaround time for
transcripts by 30%, significantly enhancing client satisfaction and operational efficiency.

Additionally, | have a proven track record of building strong relationships with clients and legal profes-
sionals, which | believe is crucial for the Promotion Court Reporter role. During my tenure at ABC Legal
Solutions, | initiated and led a training workshop for junior reporters, which resulted in a measurable
improvement in their performance and a 15% increase in overall team productivity. My collaborative
approach not only fostered a supportive team environment but also ensured that high-quality reporting
standards were consistently met.

| am eager to bring my expertise in court reporting and my proactive mindset to Acme Corporation. |
would love the opportunity to further discuss how my background, skills, and passion for legal reporting

align with your needs. Thank you for considering my application, and | look forward to the possibility of
contributing to your team.

Sincerely,

Jordan L. Mitchell



