Jordan A.Thompson
January 16, 2026

Acme Corporation
RE: Promotion Executive Assistant

Dear Hiring Managet,

| am excited to apply for the Promotion Executive Assistant position at Acme Corporation, which | dis-
covered on your careers page. With a strong background in administrative support and a passion for
promoting brand initiatives, | believe | am well-suited for this role and can significantly contribute to your
team.

In my previous position as an Executive Assistant at XYZ Industries, | successfully managed multiple
marketing campaigns that resulted in a 30% increase in brand engagement over a six-month period. My
role involved coordinating promotional events, managing schedules, and liaising with vendors, ensuring
everything ran smoothly. Additionally, | implemented a new project management system that streamlined
communication between departments, increasing efficiency by 25%.

| am adept at creating promotional materials that resonate with target audiences, as demonstrated
through a marketing brochure | designed for a product launch, which ultimately drove a 15% boost in
sales. My attention to detail and ability to manage competing priorities enables me to provide exceptional
support to executives while driving forward promotional activities. | am eager to bring my skills in orga-
nization and communication to Acme Corporation, where | can support your mission and help elevate
your promotional initiatives.

I am looking forward to the opportunity to discuss how my experience and skills can benefit Acme Cor-
poration. Thank you for considering my application. | am excited about the possibility of being part of your
team and contributing to the innovative work at Acme.

Sincerely,

Jordan A. Thompson



