Jordan E. Smith

January 16, 2026

Acme Corporation
RE: Relocation Billing Specialist

Dear Hiring Managet,

| am excited to apply for the Relocation Billing Specialist position at Acme Corporation, as advertised
on LinkedIn. With a strong background in relocation management and billing processes, | am eager to
bring my expertise to your team and contribute to the exceptional service Acme Corporation provides to
its clients.

In my previous role as a Billing Coordinator at Global Relocation Services, | successfully managed billing
operations for over 200 corporate relocations annually. | streamlined the billing process by implementing
a new electronic invoicing system that reduced processing time by 30% and improved accuracy in billing
calculations. Furthermore, | developed a comprehensive training program for new hires that emphasized
best practices in billing compliance and client communication, resulting in a 15% improvement in client
satisfaction scores related to billing inquiries.

Moreover, | took the initiative to collaborate with cross-functional teams, including HR and finance, to
ensure seamless coordination on billing matters. This collaboration allowed us to resolve discrepancies
promptly, minimizing delays in payments and enhancing our vendor relationships. My attention to de-
tail and commitment to resolving issues proactively have consistently contributed to maintaining a high
standard of service delivery.

| am eager to discuss how my skills and experiences align with the goals of Acme Corporation. Thank
you for considering my application. | look forward to the opportunity to speak with you further about how
| can contribute to your team as a Relocation Billing Specialist.

Sincerely,

Jordan E. Smith



