
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to update you on my progress and ongoing 

professional development in my role as a Legal Assistant. Over the past few months, I have 

taken several steps to enhance my skills and contribute more effectively to our team. 

I have completed [specific training/certifications] that has equipped me with [describe skills or 

knowledge gained]. This has not only improved my proficiency in [specific areas], but has also 

enhanced my ability to support our legal team and manage case files efficiently. 

Additionally, I have taken on new responsibilities, including [mention new tasks or projects], 

which I believe have demonstrated my capability and commitment to my role. I am eager to 

explore further opportunities within our department and continue advancing my career in the 

legal field. 

Thank you for your attention, and I look forward to any feedback you may have regarding my 

performance and potential growth within the company. 

Sincerely, 

[Your Name] 


