
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email] 

[Date] 

[Recipient Name] 

[Recipient Job Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient Name], 

I am writing to express my interest in the [Job Title] position at [Organization Name]. With a 

strong background in legal administration and litigation support, I possess extensive experience 

in document drafting and complex case organization. 

Regarding document drafting, I am proficient in preparing a wide range of legal materials, 

including pleadings, motions, discovery requests, and formal correspondence. I have a proven 

track record of ensuring that all documents are drafted with precision, adhering to specific 

jurisdictional rules and maintaining a high standard of professional clarity. My experience 

includes conducting initial legal research to support the drafting process and ensuring all 

citations are accurate. 

In terms of case organization, I have managed high-volume caseloads from inception through 

resolution. My systematic approach includes: 

• Maintaining comprehensive physical and electronic case files. 

• Indexing and summarizing deposition transcripts and medical records. 

• Managing discovery production and privilege logs. 

• Coordinating trial exhibits and bates-stamping large document sets. 

• Utilizing case management software to track deadlines and court appearances. 

I am confident that my meticulous attention to detail and my ability to streamline administrative 

workflows will make me a valuable asset to your team. I look forward to the possibility of 

discussing how my experience aligns with the needs of [Organization Name]. 

Thank you for your time and consideration. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


