[Your Full Name]
[Street Address]

[City, State, Zip Code]
[Phone Number]
[Email Address]

[Date]

[Hiring Manager Name]

[Title]

[Law Firm or Corporation Name]
[Street Address]

[City, State, Zip Code]

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

I am writing to formally express my interest in the Corporate Law Assistant position at
[Firm/Company Name], as advertised on [Source of Job Posting]. With a strong background in
[Specific Area: e.g., Mergers & Acquisitions, Corporate Governance, or Securities Law] and a
commitment to meticulous legal support, I am eager to contribute to your esteemed legal team.

During my tenure at [Previous Company/Firm], I developed a comprehensive skill set in managing
complex legal documentation, conducting thorough legal research, and assisting in the due
diligence process for high-stakes corporate transactions. I am proficient in maintaining corporate
minute books, drafting initial certificates of incorporation, and coordinating filings with state and
federal agencies.

My experience has equipped me with the ability to handle high-pressure environments where
precision and confidentiality are paramount. I am well-versed in legal software suites and possess
the organizational acumen necessary to manage multiple client files simultaneously while ensuring
all deadlines are met with accuracy.

I am particularly drawn to [Firm/Company Name] because of your reputation for [specific firm
achievement or practice area]. I am confident that my technical skills and professional dedication
make me an ideal candidate to support your attorneys and clients.

Thank you for your time and for considering my application. I look forward to the possibility of
discussing how my experience aligns with the needs of your corporate practice.

Sincerely,

[Your Name]



