Jordan Mitchell
January 16, 2026

Acme Corporation
RE: Relocation Office Manager

Dear Hiring Managet,

I am writing to express my enthusiasm for the Relocation Office Manager position at Acme Corporation,
as advertised on LinkedIn. With over six years of experience in relocation management and a proven
track record of optimizing processes, | am excited about the opportunity to contribute to your team and
help facilitate smooth transitions for employees relocating through your organization.

In my previous role at Global Moves, | successfully managed a high-volume relocation program for
over 200 employees annually. By implementing a new tracking system, | reduced processing time by
30%, which led to higher employee satisfaction scores in post-relocation surveys. Additionally, | led a
cross-functional team to develop a comprehensive relocation guide that streamlined the onboarding ex-
perience and provided essential resources, resulting in a 25% decrease in relocation-related inquiries.

| am particularly drawn to the innovative approach Acme Corporation takes in supporting its employees
during their transitions. | believe that my ability to build strong relationships with vendors and service
providers, coupled with my expertise in budget management, will enable me to effectively oversee your
relocation processes. | am eager to bring my skills in negotiation and project management to ensure that
Acme Corporation continues to deliver exceptional service in this area.

| would welcome the opportunity to discuss how my background and vision align with the goals of Acme
Corporation. Thank you for considering my application; | look forward to the possibility of contributing to
your organization.

Sincerely,

Jordan Mitchell



