
[Your Full Name] 

[Street Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address]  

[Date]  

[Hiring Manager Name] 

[Law Firm Name] 

[Street Address] 

[City, State, Zip Code]  

Re: Application for Criminal Defense Legal Assistant Position 

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

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

Firm Name], as advertised on [Platform/Source]. With a background in [Number] years of legal 

support and a dedicated focus on criminal litigation procedures, I am confident in my ability to 

contribute to your firm's reputation for rigorous advocacy and client service. 

Throughout my career, I have developed a high level of proficiency in managing complex criminal 

case files, from initial intake through discovery and trial preparation. I am well-versed in filing 

motions within the [State/Federal] court systems, coordinating with investigators, and maintaining 

strict confidentiality in sensitive matters. My experience includes assisting attorneys with high-

stakes cases involving [Mention specific areas, e.g., white-collar crime, felonies, or DUI defense]. 

I pride myself on my organizational skills and my ability to remain calm and professional under 

the pressure of tight court deadlines. I understand the critical importance of attention to detail in 

criminal defense, where every document and deadline impacts a client's rights and future. I am 

eager to bring my technical skills in [Mention legal software, e.g., Clio, Westlaw, or Relativity] 

and my commitment to due process to your team. 

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 [Law Firm Name]. 

Sincerely, 

[Your Signature] 

[Your Printed Name]  


