Cassandra Lawson
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Ms. Robertson,
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I am writing to apply for the Legal Administrative Assistant position with Robertson and Robertson Law Firm. I am a new graduate with an Associate's degree in Business Management. In addition I have taken six credits in legal studies. In my degree program I have learned about office administration business document formatting phone etiquette and customer service among various other pertinent topics.

I am very comfortable with computer use and am familiar with the most popular office software. I am organized with good time management skills and I take pride in never missing a deadline. My studies have given me a fundamental understanding of office management and my personal characteristics of being friendly with dedication to customer service make me a top-notch office professional. Supervisors for my volunteer work and internship have applauded my contribution to the efficiency in their front offices. It would be an honor to be able to share my dedication organization and outgoing personality with the clients at Robertson and Robertson as your new Legal Administrative Assistant.

I am confident you will find me to be a stellar candidate for your Legal Administrative Assistant position. Please do not hesitate to reach out soon to set up an interview. I am appreciate of your time and look forward to meeting with you.

Sincerely,

Cassandra Lawson

