Your Name
Your Address
Your City, State, Zip Code
Your Email Address
Your Phone

Date

Employer Name
Employer Title
Employer Address
Employer City, State, Zip Code

Dear [Salutation], 

I am writing in response to your advertisement for a Legal Assistant in the Legal Assistant Career magazine. I have over three years of experience as a Legal Assistant for a large law firm with over 1,000 clients. My current position with XXX Law & Associates involves in-depth legal research, working client files relative to law case status, and improving workflow for attorneys within Litigation.
Your ad suggests the ideal candidate has to require little supervision, creativity, and self-discipline to complete tasks. With my experience, I am a self-taught Litigation assistant in areas of Corporate Bankruptcy, Divorce, and Family Law. I build rapport with coworkers and clients in a productive manner.
For further evidence of my qualifications as a Legal Assistant, I have enclosed a resume with three reference letters pertaining to my skills, qualifications, and work ethic.
Please call 000-000-0000 or 000-000-0000 if you require more information regarding my qualifications.
Regards, 
Your name (signed) 
Your name (Printed) 
Enclosure
