
Cover Letter for Legal Administrative 

Assistant Position 

Your Name 

Your Address 

Your City, State, Zip 

Your Email 

Your Phone Number 

Date 

Hiring Manager's Name 

Company's Name 

Company's Address 

Company's City, State, Zip 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Legal Administrative Assistant position at [Company's 

Name] as advertised on [where you found the job listing]. With a proven background in 

administrative support and a strong understanding of legal procedures, I am confident in my 

ability to contribute effectively to your team. 

In my previous role at [Your Previous Company], I successfully managed a variety of 

administrative tasks, including document drafting, case file management, and client 

communication. My attention to detail and organizational skills have equipped me to maintain 

accuracy while handling sensitive information. 

I am particularly skilled in [specific skills or software relevant to the job], which I believe will 

enhance the operations at [Company's Name]. Additionally, my ability to work collaboratively 

within a team and manage multiple tasks simultaneously makes me an ideal candidate for this 

position. 

Thank you for considering my application. I look forward to the opportunity to discuss how my 

skills and experiences align with the needs of your team. I can be reached at [Your Phone 

Number] or [Your Email]. 



Sincerely, 

[Your Name] 


