[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company's Name]

[Company's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to express my interest in the Legal Secretary position at [Company's Name] as
advertised on [where you found the job listing]. With my background in legal administration and
strong organizational skills, I am excited about the opportunity to contribute to your team.
Throughout my career, | have developed a solid understanding of legal terminology and
procedures, as well as the ability to manage multiple tasks efficiently. My previous role at [Your
Previous Company] provided me with valuable experience in drafting legal documents,
scheduling appointments, and maintaining confidential files.

| am particularly drawn to [Company's Name] because of [mention any specific reasons related
to the company or its values]. | believe my skills in [mention specific skills or software relevant
to the role] would be a great asset to your legal team.

| am eager to discuss how my background, skills, and enthusiasms will be in alignment with the
goals of [Company's Name]. Thank you for considering my application. | look forward to the
opportunity to discuss my candidacy further.

Sincerely,

[Your Name]



