
[Your Full Name] 

[Your Address] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile URL] 

[Date] 

[Hiring Manager Name] 

[Title] 

[Law Firm or Company Name] 

[Company Address] 

RE: Application for Legal Executive Assistant Position - [Job Reference Number]  

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

I am writing to express my strong interest in the Legal Executive Assistant position at [Law 

Firm/Company Name]. With [Number] years of experience supporting high-level partners in 

[Practice Area, e.g., Corporate Law/Litigation], I possess the administrative precision and legal 

acumen necessary to contribute to your firm's success.  

Throughout my career, I have excelled in managing complex calendars, coordinating travel, and 

handling sensitive client communications. My expertise includes:  

• Preparing and proofreading legal documents, including [e.g., briefs, contracts, or 

discovery requests]. 

• Managing court filing systems and maintaining strict adherence to [State/Federal] filing 

deadlines. 

• Streamlining office operations to increase partner billable hours by [Percentage]. 

• Maintaining absolute confidentiality and professionalism in high-stakes environments. 

I am particularly drawn to [Law Firm Name] because of its reputation for [Specific Firm 

Attribute or Recent Case]. I am confident that my proactive approach to administrative support 

and my deep understanding of legal terminology will allow me to integrate seamlessly into your 

team.  

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

my background in legal support can benefit your executive team.  

Sincerely, 

[Your Signature] 

 

[Your Printed Name] 


