John Brown

222 Every Road, Any Town, AA1 1BB
_________________________________________

Mrs Jane Smith
ABC Company
All Streets
Any Town
YY1 1ZZ

(Date)

Dear Sir/Madam,

Application for the role of Legal Executive

I would like to apply for the role of Legal Executive that I have seen advertised in (which publication, when and any job reference if known).

For (how many?) years now I have been working as a Legal Assistant and have now qualified as a Legal Executive specialising in company law and I am seeking to continue my career in Law which is where my passion lies.

I wanted to continue my career in law and have a good business mind so was interested to specialise in company law where I can provide advice on taxes, employment law and contracts.

I feel that I am a confident communicator and am very organised and thorough in my work. I enjoy working with my clients and providing them with the advice that they need to continue their business running smoothly. I also enjoy working with clients who have been wrongly dismissed from employment and resolving this matter for them.

I am a dedicated worker and like to keep very accurate and detailed logs in all discussions with my clients. I pay great attention to detail and can concentrate for long periods of time without compromising my accuracy.

Please find enclosed my up to date CV which shows my qualifications and experiences. If you have any further questions, please do not hesitate to contact me.

Thank you for taking the time to read my letter and CV.

Yours sincerely

NAME SURNAME
Good luck.
