
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 

[Your LinkedIn Profile]  

[Date] 

[Hiring Manager Name] 

[Law Firm Name] 

[Firm Address]  

Dear [Mr./Ms./Mx. last Name], 

Please accept this letter and the enclosed resume as my formal application for the Senior 

Litigation Paralegal position at [Law Firm Name]. With over [Number] years of experience 

specialized in complex [Type of Law, e.g., Commercial, Personal Injury] litigation, I possess the 

technical expertise and leadership skills necessary to drive high-stakes cases from inception 

through trial and appeal. 

Throughout my career, I have managed extensive discovery processes, including the oversight of 

electronic discovery (eDiscovery) platforms and the coordination of large-scale document 

productions. My background includes drafting comprehensive legal pleadings, motions, and trial 

briefs, as well as conducting in-depth legal research. I am proficient in utilizing industry-

standard software such as [List Software, e.g., Relativity, Westlaw, LexisNexis, and 

TrialDirector]. 

Key highlights of my professional background include: 

• Leading trial preparation for [Number] successful trials in state and federal courts. 

• Managing a team of junior paralegals and legal assistants to ensure strict adherence to 

court deadlines and filing protocols. 

• Developing efficient case management systems that reduced departmental overhead by 

[Percentage]%. 

• Liaising effectively with expert witnesses, opposing counsel, and court personnel. 

I am impressed by [Law Firm Name]'s reputation for excellence in [Specific Practice 

Area/Recent Case], and I am eager to bring my rigorous work ethic and meticulous attention to 

detail to your litigation team. I am confident that my experience in managing complex caseloads 

will make me an immediate asset to your firm. 

Thank you for your time and consideration. I look forward to the opportunity to discuss how my 

qualifications align with the needs of [Law Firm Name]. 

Sincerely, 



[Your Signature] 

[Your Printed Name]  


