LEGAL ASSISTANT COVER LETTER

[Today’s Date]

[Hiring Manager’s Name]
[318 Company Address]
[Company City, State xxxxx]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Mr./Mrs./Ms.] [Manager’s Name],

Thank you for the opportunity to apply for the legal assistant role at your firm. I was excited when I stumbled upon your job posting on [Website]. It’s clear that you seek a candidate that is familiar with case management software, case preparation, and trial proceedings. Given these prerequisites, I am confident that I have the necessary skills to successfully fulfill the legal assistant opening.

I am grateful for the time that I spent at Boehmer & Associates. In 20XX, I was first hired on as an administrative assistant and was in charge of all the clerical duties in the office. Over time, the partners at the firm helped me transition over to a paralegal role. I was taught how to properly draft litigation documents such as complaints, deposition notices, interrogatories, and subpoenas.

As a paralegal, I also acted as the point of contact for most of our clients and conducted all witness interviews. Boehmer & Associates trusted me to communicate with clients and witnesses due to my strict adherence to professionalism and confidentiality.

After reviewing my resume, I hope you will agree that I am the candidate that you have been looking for. I look forward to elaborating on how my specific skills and abilities will benefit your organization. Please contact me phone or via email to arrange a convenient time for us to meet.

Thank you for your consideration, and I look forward to hearing from you soon.

Sincerely,

[Your Name]
