Jordan Rivera
(555) 010-0550  ·  jordan.rivera@example.com  ·  Denver, CO  ·  linkedin.com/in/jordanrivera
September 8, 2026

Hiring Manager
Summit Logistics Group
Denver, CO

Dear Hiring Manager,
I am applying for the Operations Manager position at Summit Logistics Group, posted on your careers page. For the past six years I have run multi-site fulfillment operations for a regional retailer, and the scope of this role — three warehouses, 90+ staff and a carrier network in transition — matches the work I do today.
Paragraph 1: the role, where you saw it, and the one-sentence reason you fit. No “I am writing to express my interest” filler.
At Northway Home I cut cost per order by 19% over two years by consolidating carriers and redesigning pick paths, while on-time shipping rose from 92% to 98.5%. I led a 14-person team through a warehouse management system migration with zero missed shipping days, and built the KPI dashboard our leadership still uses every Monday.
Paragraph 2: two or three results with numbers, each tied to something the job posting asks for.
What draws me to Summit is the plan to bring last-mile delivery in-house. I ran a similar pilot in 2025 — 2 vans, 3 zip codes — that reached break-even in four months, and I would welcome the chance to help you do it at scale.
Paragraph 3: one reason that is specific to this company, so it reads as targeted rather than mass-mailed.
I would be glad to discuss how my experience could support your team. Thank you for your time and consideration.
Closing: a polite ask for a conversation. Keep the whole letter under one page (250–350 words).
Sincerely,
Jordan Rivera
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