Jordan Avery Smith

January 16, 2026

Acme Corporation
RE: Promotion Shipping Receiving Clerk

Dear Hiring Managet,

| am excited to apply for the Promotion Shipping Receiving Clerk position at Acme Corporation, as
advertised on your careers page. With a strong background in logistics and a dedication to enhancing
operational efficiency, | am eager to contribute my skills to your team and help streamline your shipping
and receiving processes.

In my previous role as a Shipping Coordinator at XYZ Logistics, | successfully implemented a new in-
ventory tracking system that reduced discrepancies by 30% within the first six months. By collaborat-
ing closely with warehouse staff and utilizing advanced software tools, | ensured that shipments were
processed accurately and on time. Additionally, | led a project to reorganize our receiving area, which
improved workflow and decreased unloading times by 15%, significantly enhancing productivity.

Moreover, my commitment to safety and compliance has been recognized through numerous commen-
dations from management. | routinely conducted training sessions for new employees on proper shipping
protocols, resulting in a notable decrease in shipping errors and increased team efficiency. | believe
these achievements demonstrate my ability to thrive in fast-paced environments while ensuring that all
processes adhere to company standards.

| am very interested in the opportunity to discuss how my experience and vision for efficient shipping and
receiving processes align with the goals of Acme Corporation. Thank you for considering my application.

I look forward to the possibility of contributing to your team and am eager to discuss my qualifications in
more detail.

Sincerely,

Jordan Avery Smith



