Jeanne Freeman
3932 Fairway Drive
Smith River, CA 95567
(111)-671-9786
[email]

Apr 14, 2013

Ms. Shelly Parker
USAA Real Estate Company
3324 Nutter Street
Rockford, IL 61101

Dear Ms. Parker,

I am applying for the Legal Officer position now available at USAA Real Estate Company.

I have a bachelor’s degree and I am sure that you will agree my credentials match the requirements in your posting. I have the education and training to read, understand and explain all legal documents and to use this information to provide your company with both legal advice and representation when necessary.

My experience includes managing the purchase of real estate, writing contracts and ensuring compliance with tax laws. I can provide litigations for all types of situations from tax problems to lawsuits. I also have experience performing administrative duties that include writing agreements, drawing up documents, acting as liaison, writing reports and presenting information to management, corporate partners and clients.

I have exceptional communication and interpersonal skills with the ability to work with the rest of the legal staff to make sure your corporation functions within the laws and to address any legal issues that arise. I have the ability to research laws to ensure all projects and corporate events and activities comply with local, state and federal laws before putting them into motion.

I have great multi-tasking abilities, so I can work on several projects at once and I can travel to different locations within the district when needed. I am highly analytical and have the ability to offer practical advice and exceptional legal representation.

My contact number is (111)-671-9786 and I look forward to meeting with you soon to talk about this position in person.

Respectfully,

Your Signature
