Jordan Taylor
January 16, 2026

Acme Corporation
RE: Relocation Administrative Assistant

Dear Hiring Managet,

| am excited to apply for the Relocation Administrative Assistant position at Acme Corporation, which |
discovered through your company’s careers page. With a robust background in administrative support
and a passion for helping individuals navigate their relocation processes, | believe | would be a valuable
addition to your team. My commitment to providing exceptional service aligns well with Acme's mission
to ensure a seamless transition for employees and their families during relocation.

In my previous role at Global Moves LLC, | successfully managed the relocation logistics for over 50 em-
ployees in one year, coordinating with various vendors to ensure timely deliveries of household goods,
securing temporary housing, and managing travel arrangements. This experience honed my organi-
zational skills and taught me the importance of attention to detail, as | often had to balance multiple
requests and deadlines simultaneously. Additionally, | implemented a new tracking system that reduced
the average response time for inquiries by 30%, significantly enhancing the overall satisfaction of our
relocating employees.

Moreover, | possess strong communication skills and a proactive attitude, which | believe are essential
for this role. At my last position, | facilitated numerous workshops to educate employees on the relocation
process, receiving positive feedback for my ability to explain complex information clearly and concisely.
| am eager to bring my expertise in administrative support and employee engagement to Acme Corpo-
ration, contributing to your reputation for excellence in relocation services.

| am very interested in the opportunity to further discuss how my skills and experiences align with the
needs of your team. Thank you for considering my application; | look forward to the possibility of con-
tributing to Acme Corporation’s continued success.

Sincerely,

Jordan Taylor



