Jordan Taylor
January 16, 2026

Acme Corporation
RE: Relocation Bookkeeper

Dear Hiring Managet,

| am excited to apply for the Relocation Bookkeeper position at Acme Corporation, as advertised on
LinkedIn. With a strong background in bookkeeping and a passion for overseeing complex relocation
projects, | am keen to bring my expertise to your team and contribute to the seamless financial manage-
ment of your relocation services.

In my previous role at Global Moves Inc., | successfully managed the financial aspects of over 150 re-
location projects within a year, ensuring accurate bookkeeping and timely invoicing. By implementing a
new tracking system for expense reports, | reduced discrepancies by 30%, allowing for more efficient
project timelines and happier clients. Furthermore, | played a key role in developing financial reporting
templates which improved our monthly reporting process, leading to a 25% reduction in turnaround time.
These experiences have equipped me with a keen eye for detail and strong organizational skills, both of
which are essential in the Relocation Bookkeeper role.

| am particularly drawn to Acme Corporation’s commitment to providing exceptional relocation services,
and | am eager to contribute to this mission. | believe my proactive approach and strong analytical skills

will be an asset to your team. | look forward to the opportunity to discuss how my background and skills
can align with the needs of your organization. Thank you for considering my application.

Sincerely,

Jordan Taylor



