
[Your Full Name] 

[Address Line 1] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile URL]  

[Date]  

[Hiring Manager Name] 

[Law Firm Name] 

[Department / Medical Malpractice Division] 

[Address Line 1] 

[City, State, Zip Code]  

RE: APPLICATION FOR MEDICAL MALPRACTICE LEGAL ASSISTANT POSITION  

Dear [Mr./Ms./Mx. Surname], 

I am writing to formally express my interest in the Medical Malpractice Legal Assistant position 

at [Law Firm Name], as advertised on [Source of Job Posting]. With a strong background in 

[Number] years of legal support and a specific focus on [Personal Injury/Healthcare Litigation], I 

am confident in my ability to contribute to your firm's success in handling complex medical 

negligence claims. 

Throughout my career, I have developed a specialized proficiency in managing the intricate 

administrative demands of medical malpractice litigation. My experience includes coordinating 

the retrieval and organization of voluminous electronic medical records (EMR), preparing medical 

chronologies, and facilitating communication with expert medical witnesses. I am well-versed in 

[State/Federal] filing procedures and have a proven track record of ensuring strict compliance with 

statutes of limitations and discovery deadlines. 

In my previous role at [Previous Firm Name], I successfully supported a team of [Number] 

attorneys by streamlining the intake process for prospective clients and assisting in the preparation 

of [Summons and Complaints/Bills of Particulars/Trial Exhibits]. I am highly skilled in utilizing 

legal software such as [Software Names, e.g., Clio, Relativity, or Westlaw] to maintain high levels 

of accuracy and efficiency under pressure. 

I am particularly drawn to [Law Firm Name] because of your reputation for [specific firm 

achievement or value]. I am eager to bring my detail-oriented approach and deep understanding of 

medical terminology to your esteemed practice. 

Thank you for your time and consideration. I have attached my resume for your review and look 

forward to the possibility of discussing how my skills align with the needs of your medical 

malpractice team. 



Sincerely, 

 

[Your Signature (if sending by mail)] 

 

[Your Typed Name]  


