
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email]  

[Date] 

[Hiring Manager Name] 

[Law Firm Name] 

[Firm Address]  

Dear [Hiring Manager Name], 

Regarding: Senior Litigation Paralegal Position 

I am writing to express my strong interest in the Senior Litigation Paralegal position at [Law 

Firm Name]. With over [Number] years of experience specializing in complex litigation and 

high-stakes trial preparation, I possess the technical expertise and organizational leadership 

required to support your legal team through every phase of the litigation lifecycle. 

Throughout my career, I have successfully managed all aspects of trial readiness. My core 

competencies include: 

• Managing comprehensive discovery processes, including ESI protocols and large-scale 

document reviews. 

• Drafting complex pleadings, motions, and trial briefs for state and federal courts. 

• Coordinating all trial logistics, including exhibit preparation, witness scheduling, and 

courtroom technology setup. 

• Utilizing advanced litigation software such as Relativity, Concordance, and TrialPad to 

streamline case management. 

• Leading teams of junior paralegals and support staff to meet rigorous court deadlines. 

I am particularly adept at remaining calm and focused in the "hot seat" during trials. I take pride 

in my ability to anticipate the needs of trial counsel, ensuring that all evidentiary materials are 

indexed, accessible, and ready for presentation at a moment's notice. My background in [Specific 

Practice Area, e.g., Personal Injury, Corporate Defense] aligns perfectly with your firm's current 

caseload. 

I am eager to bring my disciplined approach to trial preparation to [Law Firm Name]. I have 

attached my resume for your review and look forward to discussing how my litigation experience 

can contribute to your firm's success. 

Thank you for your time and consideration. 

Sincerely, 



[Your Name] 


