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Mr Mark Stevens
Senior Associate
Gambit and Proctor LLP
25 South Street
Long Island, NY 11551
Dear Mr Stevens
It is with considerable enthusiasm that I respond to your advertisement for a legal secretary. I am confident that my experience and competence combine to create an excellent match for this opportunity. I have highlighted my skills as they relate to your requirements.
· seven years experience providing high level support in a busy legal practice
· able to efficiently draft correspondence, process legal documents, prepare legal forms and file court documents
· proven research skills and excellent attention to detail
· experienced at coordinating and organizing large caseloads
· proficient use of solid legal knowledge base to make independent and valid decisions
· responsible for interacting professionally with clients from point of referral
· a reputation as a dedicated worker who uses her initiative and expertise to successfully complete multiple assignments within tight deadlines
I look forward to hearing from you to further discuss this opportunity. I am available for an interview at your earliest convenience, please contact me via phone or email to arrange a suitable time.
Thank you for your consideration.
Sincerely
Jill Jobseeker


