
[Your Full Name] 

[Street Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address]  

[Date]  

[Hiring Manager Name] 

[Law Firm Name] 

[Department/Suite] 

[City, State, Zip Code]  

RE: MEDICAL MALPRACTICE LEGAL ASSISTANT POSITION - [JOB REFERENCE 

NUMBER]  

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

I am writing to express my interest in the Medical Malpractice Legal Assistant position at [Law 

Firm Name]. With a strong background in [Number] years of legal support and a specialized 

focus on personal injury and medical litigation, I am confident in my ability to contribute to your 

firm's success in managing complex clinical negligence cases. 

Throughout my career, I have developed expertise in the specific administrative demands of 

medical malpractice law, including the procurement and indexing of voluminous medical 

records, coordinating with expert witnesses, and managing the e-filing process for healthcare-

related litigation. My technical proficiency in [Legal Software Name] and my understanding of 

HIPAA compliance protocols ensure that all sensitive discovery materials are handled with the 

utmost precision and confidentiality. 

Key highlights of my experience include: 

• Summarizing medical chronologies and identifying critical deviations from the standard 

of care for attorney review. 

• Managing high-volume caseloads from initial intake through trial preparation and 

settlement. 

• Drafting legal documents including complaints, discovery requests, and motions specific 

to medical liability. 

• Facilitating communication between medical professionals, insurance carriers, and 

clients. 

I am impressed by [Law Firm Name]'s reputation for [specific firm achievement or value], and I 

am eager to bring my detail-oriented approach to your legal team. I am available to discuss how 

my clinical knowledge and legal administrative skills align with the needs of your practice. 



Thank you for your time and consideration. 

Sincerely, 

 

 

[Your Signature] 

[Your Printed Name]  


