
February 27, 2025

John Doe
Hiring Manager
EFG Law Firm
222-222-2222
johndoetest@efglawfirm.com

Dear John Doe,

I am writing to express my interest in your Entry Level Legal Assistant listing at EFG Law Firm. I was
pleased to come across this position on LinkedIn because I admire your organization’s mission to provide
legal representation to the vulnerable. As a military spouse, I personally value defending the vulnerable and
am eager to contribute my skillset and paralegal knowledge to support your legal team.

At Blackstone, an accredited online school, I learned the law through extensive study, and I gained legal
research skills to study cases in-depth using Lexis+®. As part of my legal education, I practiced drafting a
demand letter and contributed to a legal research memorandum. After graduating from the Legal
Assistant/Paralegal Program, I attained certification through NALA as a Certified Paralegal (CP®).

During my time in the workforce, I worked as a nanny and as a cashier. Through these jobs, I practiced
communication, research, and adherence to procedures. I have always been drawn to extensive research in my
spare time. As a nanny, I used this skill constantly to discover the best strategies to nurture the children in my
care, leading to an increase in positive behavior noticed by my clients.

I took a break from formal employment to care for my young children, especially since we move often for my
husband’s military career. During this time, I have become a volunteer tax preparer for the VITA/TCE
program, earning my Advanced IRS Certification. I have improved my verbal communications skills during
interviews with program participants, and I honed my attention to detail and organizational skills. Through
this experience, I gained interest in the legal field after learning that I enjoy analyzing the details.

Thank you for your consideration. I believe that all my experiences culminate in preparing me for an entry-
level position as a paralegal at your firm. I have attached my resume, and I look forward to discussing further
how I can add value to your organization with my skills and qualifications.

Sincerely,

Ashley James
Ashley James

Sample Cover Letter:

Ashley James
Certified Paralegal, CP®

City, State | 111-111-1111 | ashleyjamestest@gmail.com | linkedin.com/in/ashleyjamestest


