[Your Name]

[Your Address]

[City, State, Zip Code]

[Your Email]

[Your Phone Number]

[Date]

[Hiring Manager's Name]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Hiring Manager's Name],

| am writing to express my interest in the Paralegal position listed at [Company/Organization
Name]. With a strong background in legal research and a commitment to supporting attorneys in
delivering quality legal services, | am well-prepared to contribute to your team.

Having obtained my [degree/certificate] in [Field] from [Institution], | possess a comprehensive
understanding of the legal system and relevant procedures. My previous experience at [Previous
Company] equipped me with valuable skills in case management, document drafting, and client
communication.

| am particularly drawn to [Company/Organization Name] because of [something specific about
the company or its values that you admire]. I am excited about the opportunity to work with your
team and contribute to achieving [specific goals/projects].

Thank you for considering my application. I look forward to the possibility of discussing my
qualifications further.

Sincerely,

[Your Name]



