Jordan Taylor
January 16, 2026

Acme Corporation
RE: Training Manager

Dear Hiring Managet,

| am excited to apply for the Training Manager position at Acme Corporation, which | discovered on
LinkedIn. With over seven years of experience in developing and implementing training programs that
enhance employee performance and engagement, | am eager to contribute my expertise to your dynamic
team and support the growth of your employees in alignment with Acme's goals.

In my previous role at Innovate Solutions, | successfully led a comprehensive training overhaul that
resulted in a 30% increase in employee productivity within the first six months. By collaborating with
department heads to identify skill gaps, | designed targeted learning modules that catered to both new
hires and existing staff. Additionally, | introduced a mentorship program that paired seasoned employees
with newcomers, fostering a supportive learning environment and reducing onboarding time by 25%.

Moreover, | developed an online training platform that allowed for flexible learning opportunities, enabling
employees to access resources at their convenience. This initiative not only improved engagement but
also increased training completion rates by 40%. My ability to analyze training effectiveness through
metrics and feedback has consistently informed my program adjustments, ensuring that training remains
relevant and impactful.

I am highly motivated to bring my passion for employee development to Acme Corporation and would
welcome the opportunity to discuss how my skills and experiences align with your needs. Thank you for
considering my application; | look forward to the possibility of contributing to your team.

Sincerely,

Jordan Taylor



