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Chris Jones

Certified Paralegal, CP®
Chicago, IL | 111-111-1111 | chrisjonestest@gmail.com

John Doe
Hiring Manager
EFG Law Firm

Dear John Doe,

I am writing to express my interest in your Entry Level Legal Assistant listing at EFG Law Firm. As a
NALA® certified paralegal who strives to make a difference in the community, I was pleased to come across
EFG Law Firm, a local firm dedicated to providing quality legal support. My skills and education will benefit
EFG Law Firm and make me a valuable addition to the team.

My attention to detail, communication skills, and scheduling abilities contribute to positioning me as an ideal
candidate for this position. In my role as a Law Library Clerk, I utilized my attention to detail to assist with
legal research, and I categorized and organized legal reference books. As a volunteer grant writer, [ helped to
secure a $20,000 grant for ABC Non-Profit by presenting a compelling yet realistic purpose. I am a clear
communicator, and my experience as a community basketball coach enabled me to effectively lead and
support a variety of different personalities. Working as a cashier gave me an understanding of company
policies and procedures and allowed me to practice communicating these policies effectively to others. My
ability to schedule meetings and plan events has been useful in volunteer work that I have participated in to
gain donors and serve individuals in need. These transferable skills will help me succeed in this paralegal role.

Through Blackstone Career Institute’s accredited Paralegal Certificate Program, I deepened my knowledge of
the law and gained legal research skills. As part of my legal education, I practiced drafting a demand letter
and contributed to a legal research memorandum. My education provided me with foundational legal skills to

utilize in my career as a legal assistant.

Thank you for your consideration. I have attached my resume and look forward to further discussing your
needs for this role.

Sincerely,

%Af o

Chris Jones
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