
Inquiry for Legal Secretary Job Opening 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Firm's Name] 

[Firm's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to inquire about potential job openings for a Legal Secretary position at [Firm's 

Name]. With a background in legal administration and a strong attention to detail, I am very 

interested in contributing to your team. 

My experience includes [briefly mention relevant experience or skills]. I believe that my 

proficiency in legal terminology and documentation would make me a valuable asset to your 

firm. 

If there are currently any openings, I would appreciate the opportunity to discuss how I can 

contribute to your team. Thank you for considering my inquiry. I look forward to your response. 

Sincerely, 

[Your Name] 


