             Legal Assistant Internship Cover Letter Samples


August 19, 2015
Mr. John Doe
Hiring Manager
Republican Young Inc.
321 Example Rd.
Atlantic City, NJ 65888

Dear Mr. Doe:
In response to your recent advertisement for a Legal Assistant position, through the New Jersey Recruiting Consortium at NJ Law College, I would like to be considered for the same. My secretarial skills along with a strong background in legal assistance makes me an exceptional candidate for this position. I am enthusiastic about the opportunity to contribute to Republican Young’s mission.
My high level of attentiveness combined with my excellent communication and organizational skills have helped me attaining a strong academic record at NJ Law College which reflects my diligence and dedication to my work. Rigorous liberal arts courses and a focus on psychology have given me with a matchless writing ability in addition to analytical, problem-solving and assessment skills. Moreover, I have also developed research skills in a number of capacities by compiling and examining data in Research Design and Analysis class. Besides, my study in Toronto and Quebec and French language classes has truly expanded my familiarity of multiple cultures. My bilingual capability will be very advantageous to a globally popular law firm like Republican Young Inc.
Through demanding leadership positions, I have developed a sense of accountability, good interpersonal skills and the aptitude to perform well in a team – even in an aggressive work environment. As a Resident Assistant in summer 2014, I fruitfully resolved conflicts amongst residents, planned social and educational programs at the same time as served as a role model for my peers. With my background in liberal arts, commerce and leadership, I am certain that I can make a positive contribution to your law firm.
Enclosed please find a detailed resume highlighting my relevant skills, knowledge and experiences. I am passionate about obtaining this position and look forward to meeting with you at the Consortium. Thank you for your time and consideration.

Sincerely,
(Signature)
Sara M. Davis
Enc. Resume

