
[Your Name] 

[Current Job Title] 

[Date] 

[Hiring Manager Name] 

[Title/Department] 

[Law Firm/Company Name] 

Re: Application for Senior Litigation Paralegal Role 

Dear [Hiring Manager Name], 

I am writing to formally express my interest in the Senior Litigation Paralegal position within the 

[Department Name] team. Having served as a Litigation Paralegal at [Law Firm Name] for 

[Number] years, I have developed a deep understanding of our firm's litigation processes and am 

eager to step into a leadership role to further support our trial teams. 

During my tenure here, I have successfully managed [mention specific achievements, e.g., 

complex discovery, high-volume document productions, or trial preparation] for several of our 

key clients. I have consistently demonstrated my ability to handle the rigorous demands of 

[mention specific practice area, e.g., commercial litigation or personal injury] while maintaining 

the high standards expected by our partners. 

In this senior capacity, I am prepared to take on greater responsibility in: 

• Mentoring junior paralegals and support staff to improve team efficiency. 

• Overseeing complex electronic discovery and database management. 

• Leading trial site logistics and courtroom support for high-stakes cases. 

• Drafting advanced legal pleadings and coordinating multi-jurisdictional filings. 

I am proud of the contributions I have made to the [Department Name] team so far and am fully 

committed to the continued success of the firm. My intimate knowledge of our internal protocols 

and client base will allow me to transition into this senior role immediately and effectively. 

Thank you for considering my application. I look forward to discussing how I can contribute to 

the team's goals in this new capacity. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


