Jordan Smith
January 16, 2026

Acme Corporation
RE: Promotion Legal Assistant

Dear Hiring Managet,

| am writing to express my enthusiasm for the Promotion Legal Assistant position at Acme Corporation,
as advertised on your careers page. With a robust background in legal support and a keen interest in
promotional law, | am excited about the opportunity to contribute to your team and help navigate the
complexities of legal compliance in promotional activities.

In my previous role at XYZ Legal Services, | successfully managed a comprehensive database of pro-
motional material submissions, ensuring compliance with state and federal regulations. This involved
a 30% reduction in processing time by implementing a more efficient tracking system, which not only
streamlined operations but also improved response times to our clients. Additionally, | led a project that
involved drafting and reviewing promotional contracts, where | identified critical compliance issues that
saved the firm from potential legal disputes, further demonstrating my attention to detail and commitment
to excellence.

Moreover, my experience collaborating with cross-functional teams, including marketing and compliance,
has equipped me with the skills necessary to effectively communicate legal requirements to non-legal
personnel. | take pride in my ability to translate complex legal jargon into clear, actionable items for my
colleagues, fostering a more informed and compliant work environment. | am eager to bring my proac-
tive approach and legal acumen to Acme Corporation, where promotion integrity and compliance are
paramount.

I am looking forward to the opportunity to discuss how my background, skills, and enthusiasms align
with the needs of your team. Thank you for considering my application for the Promotion Legal Assistant

position. | hope to speak with you soon to explore how | can contribute to the continued success of Acme
Corporation.

Sincerely,

Jordan Smith



