Jordan A. Mitchell

January 16, 2026

Acme Corporation
RE: Relocation Court Reporter

Dear Hiring Managet,

| am writing to express my enthusiasm for the Relocation Court Reporter position at Acme Corporation,
which | discovered on your careers page. With a strong background in legal transcription and a deep un-
derstanding of the relocation process, | am excited about the opportunity to contribute to your esteemed
team and provide accurate, timely reporting services in court settings.

In my previous role with the State Judicial System, | successfully managed high-stakes court reporting
for a variety of relocation cases, ensuring that all transcripts were completed with 99% accuracy under
tight deadlines. For instance, | was responsible for documenting a complex relocation trial involving mul-
tiple stakeholders, where my meticulous attention to detail allowed for a seamless appeal process and
significantly reduced the turnaround time for transcript delivery. Additionally, | have implemented digital
technology tools that enhanced my reporting efficiency, reducing the average reporting time by 30%
while maintaining high-quality results.

Moreover, | have developed strong relationships with legal professionals and clients alike, which has
proven invaluable in facilitating communication during relocation procedures. | pride myself on being
adaptable and resilient, qualities that have enabled me to effectively navigate challenging courtroom en-
vironments while remaining focused on delivering exceptional reporting services. | am particularly drawn
to Acme Corporation’s commitment to innovation in the legal space and believe my proactive approach
aligns well with your mission.

| welcome the opportunity to discuss how my experience and skills can contribute to Acme Corporation
as a Relocation Court Reporter. Thank you for considering my application; I look forward to the possibility
of discussing this exciting opportunity with you.

Sincerely,

Jordan A. Mitchell



