33 Eaglewood Lane
Durant, OK 12587
May 2, 2017
Mr. Jeffery Campbell
Hiring Manager
Acme Legal Services
7772 Redbuds Lane
Durant, OK 11474
 
Dear Mr. Campbell:
While going through your website, I came across your job listing for the position of Legal Administrative Assistant. I am presently working for Able Services in the same capacity and believe that I have valuable experience through which I can provide efficient administrative services to your firm.
As noted on my resume, I possess necessary skills and knowledge to perform diverse secretarial duties that are part of this job. For instance, I am extremely proficient in providing timely and accurate support services to the office while maintaining positive relations with internal and external stakeholders.
Following are some highlights of my strengths which would enable me to perform my duties efficiently:
– Well versed in drafting routine orders pertaining to legal documentation
– Highly skilled in tracking time sensitive events through case management systems
– Demonstrated ability to receive and distribute incoming mail
– Able to prepare correspondence independently
– Proficient in maintaining library files and office case files
My solid judgment and decision making skills make me a strong contender for this position. The enclosed resume holds a detailed review of my work experience and other related qualifications and skills that will surely provide your company with growth and efficiency.
I would like to meet with you in person to discuss your expectations and my relevant talents in detail. I will be available at (000) 654-9074 if you wish to speak to me regarding my job application.
Thank you for your time. I look forward to hearing from you.
 
Sincerely,
(Signature)
Theodore Alvin
Enc. Resume

