Jordan C.Thompson
January 16, 2026

Acme Corporation
RE: Relocation Maintenance Manager

Dear Hiring Managet,

| am writing to express my enthusiasm for the Relocation Maintenance Manager position at Acme Cor-
poration as advertised on Indeed. With over eight years of experience in maintenance management and
a proven track record in overseeing successful relocation projects, | am excited about the opportunity to
contribute to your team and ensure seamless transitions for your clients.

In my previous role at Global Facilities Management, | successfully led a major relocation project for a
high-profile client, which involved moving over 300 employees and their associated assets across multi-
ple locations. Through meticulous planning and coordination, | reduced downtime by 30% and ensured
that all systems were operational within the first week of the move. Additionally, | implemented a com-
prehensive maintenance checklist that streamlined the setup process, which not only enhanced client
satisfaction but also saved the company 20% in operational costs during the transition.

Furthermore, | have developed strong relationships with vendors and contractors, which has proven in-
strumental in negotiating favorable contracts and expediting maintenance services. For instance, during
a recent facility upgrade, | managed to secure a 15% discount on services and expedited timelines by
leveraging my network, resulting in a successful project completion ahead of schedule. | believe these
experiences have equipped me with the skills necessary to effectively manage the complexities involved
in relocation maintenance at Acme Corporation.

| am eager to discuss how my background, skills, and enthusiasms align with the goals of Acme Cor-
poration. Thank you for considering my application. | look forward to the opportunity to speak with you
further about how | can contribute to your team.

Sincerely,

Jordan C. Thompson



