
[Your Full Name] 

[Street Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address]  

[Date]  

[Hiring Manager Name] 

[Title] 

[Law Firm or Company Name] 

[Street Address] 

[City, State, Zip Code]  

RE: ADMINISTRATIVE LEGAL ASSISTANT POSITION - [JOB REFERENCE 

NUMBER]  

Dear [Mr./Ms./Mx. Last Name], 

I am writing to formally express my interest in the Administrative Legal Assistant position at [Law 

Firm Name], as advertised on [Platform where you found the job]. With a strong background in 

legal administration and a commitment to maintaining the highest standards of professional 

conduct, I am confident that my skills align perfectly with the requirements of your firm. 

During my previous tenure at [Previous Company/Firm], I developed extensive experience in 

managing complex legal calendars, drafting formal correspondence, and overseeing the electronic 

filing (e-filing) process for [State/Federal] courts. I am highly proficient in legal research tools, 

document management systems, and ensuring strict compliance with confidentiality protocols and 

attorney-client privilege. 

My core strengths include: 

• Precise document preparation, including briefs, pleadings, and discovery requests. 

• Efficient coordination of depositions, client meetings, and court appearances. 

• Advanced proficiency in [Software Name, e.g., Clio, Westlaw, or MS Office Suite]. 

• Strong interpersonal skills for effective liaison between counsel, clients, and court officials. 

I am impressed by [Law Firm Name]'s reputation for [mention a specific practice area or firm 

achievement], and I am eager to bring my organized, detail-oriented approach to your 

administrative team. I am prepared to provide the high-level support necessary to streamline your 

firm's daily operations. 

Thank you for your time and consideration. I look forward to the possibility of discussing how my 

qualifications can contribute to the continued success of [Law Firm Name]. 



Sincerely, 

 

 

[Your Signature] 

[Your Printed Name]  


