Jordan A.Thompson
January 16, 2026

Acme Corporation
RE: Relocation Shipping Receiving Clerk

Dear Hiring Managet,

| am excited to apply for the Relocation Shipping Receiving Clerk position at Acme Corporation, as
advertised on your careers page. With a strong background in logistics and inventory management, |
believe my skills and experiences align perfectly with the requirements of this role. | am particularly
drawn to Acme Corporation's commitment to efficiency and excellence in supply chain operations, and
| am eager to contribute to your team.

In my previous role as a Shipping and Receiving Associate at XYZ Logistics, | successfully managed
the relocation of over 500 shipments within a tight timeframe, improving our department's on-time de-
livery rate by 20%. My attention to detail ensured that all items were accurately tracked and recorded,
significantly reducing discrepancies in inventory. Additionally, | implemented a new filing system that
streamlined the documentation process, cutting processing time by 30%, which enhanced overall work-
flow efficiency.

Moreover, | have extensive experience in coordinating with various departments and external vendors
to facilitate smooth operations. At ABC Freight Services, | led a project to optimize our shipping routes,
resulting in a 15% decrease in transportation costs while maintaining the highest service standards. My
ability to adapt to changing situations, combined with a strong commitment to customer satisfaction,
allowed me to foster positive relationships with both colleagues and clients.

| am enthusiastic about the opportunity to discuss how my background, skills, and certifications can
contribute to the continued success of Acme Corporation. Thank you for considering my application. |
look forward to the possibility of discussing this exciting opportunity with you.

Sincerely,

Jordan A. Thompson



