
[Your Full Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 

[LinkedIn Profile URL]  

[Date] 

[Hiring Manager Name] 

[Law Firm or Company Name] 

[Address]  

Re: Application for Senior Litigation Paralegal - Trial Team Leadership 

Dear [Hiring Manager Name], 

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

Name]. With over [Number] years of experience in high-stakes litigation and a proven track 

record of leading trial support teams, I am confident in my ability to manage complex caseloads 

and drive success for your firm's litigation department. 

In my most recent role at [Previous Firm], I spearheaded the trial preparation for [Type of 

Litigation, e.g., complex commercial or intellectual property] cases. My leadership experience 

includes: 

• Supervising and mentoring junior paralegals and legal assistants to ensure accurate and 

timely filing of court documents. 

• Overseeing the end-to-end electronic discovery process and managing large-scale 

document reviews. 

• Coordinating all logistical aspects of "war room" setups and on-site trial support for 

multi-week proceedings in state and federal courts. 

• Acting as the primary liaison between lead counsel, expert witnesses, and court 

personnel. 

I am highly proficient in [List software, e.g., Relativity, TrialPad, or Concordance] and possess a 

deep understanding of the Federal Rules of Civil Procedure. I pride myself on my ability to 

remain calm under pressure and provide the strategic organizational support necessary for 

attorneys to focus exclusively on oral arguments and witness examinations. 

I am eager to bring my leadership skills and technical expertise to [Law Firm Name]. Thank you 

for your time and consideration. I look forward to discussing how my background aligns with the 

needs of your trial team. 

Sincerely, 



[Your Signature] 

[Your Printed Name]  


