
SAMPLE COVER LETTER OUTLINE 

Applying for a law clerk position at Williams Montgomery & John 

 

 

1) INTRODUCTION 

a) Second-year law student at Loyola University Chicago School of Law 

b) Have researched many firms in the Chicago area 

c) Particularly interested in Williams Montgomery & John Ltd. because of its strong focus 

on criminal defense work 

 

2) STRONG BACKGROUND IN LEGAL RESEARCH & WRITING 

a) Federal Public Defender’s Office 

i) Worked closely with attorneys on writing memoranda of law 

ii) Researched complex sentencing issues 

iii) Reviewed case histories in preparation for pre-trial hearings and plea negotiations 

with the U.S. Attorney’s Office 

 

b) Law School 

i) 1L year – wrote the following:  

(1) Legal memo exploring the complex legal issues surrounding an unemployment 

benefit claim 

(2) Second memo involving parental negligence issues 

(3) Trial level brief concerning a domestic violence charge 

ii) Other law school achievements 

(1) CALI award for receiving the highest grade in legal writing class 

(2) Member of Loyola’s moot court team 

(3) First year legal writing tutor  

 

c) Undergraduate 

i) Attended Boston College 

(1) Double major in English and History 

(2) Undergrad coursework emphasized critical thinking and analysis 

(3) Undergrad coursework included extensive essay writing assignments 

 

3) CONCLUSION 

a) Resume is enclosed for your review 

b) Hope to hear from you soon to discuss the possibility of my employment with the firm 

 

 

 

 

 

 

 

 

 

 



STEPHEN A. STUDENT 
855 W. George St., Apt. 1 ■ Chicago, IL 60657 ■ (651) 261-7156 ■ stephenstudent1@luc.edu 

 

 

September 9, 2011 

 

 

Michael C. Bruck 

Williams Montgomery & John Ltd. 

233 S. Wacker Drive 

Suite 6100 

Chicago, IL 60606 

 

 

Dear Mr. Bruck: 

 

I am a second year student at Loyola University Chicago School of Law, and I am interested in a 

law clerk position with your firm.  After researching law firms in the Chicago area, I am 

particularly interested in working for your firm because of its strong focus on criminal defense. 

 

As my resume illustrates, I have a strong background in legal research and writing.  Last 

summer, I honed my research and writing skills while working in the Federal Public Defender’s 

Office where my duties included working closely with attorneys on writing memoranda of law, 

researching complex sentencing issues, and reviewing case histories in preparation for pre-trial 

hearings and plea negotiations with the U.S. Attorney’s Office. 

 

Since entering law school, I have conducted extensive legal research in preparation for memos 

and trial level brief assignments.  During my first year, I wrote a legal memo exploring the 

complex legal issues surrounding an unemployment benefit claim, a second memo involving 

parental negligence issues, and a trial level brief concerning a domestic violence charge.  I also 

received a CALI award for receiving the highest grade in my legal writing class.  In addition, I 

am a member of Loyola’s moot court team and a first year legal writing tutor. 

 

Prior to entering law school, I attended Boston College, where I double majored in English and 

History.  My undergraduate course work emphasized critical thinking and analysis along with 

extensive essay writing assignments, all of which have served me well in my first year of law 

school.  I would welcome the opportunity to further hone my skills working for Williams 

Montgomery & John. 

 

Enclosed for your review is my resume.  I look forward to hearing from you in the near future 

and hope to discuss the possibility of my employment with your firm.  Thank you for your 

consideration. 

 

Sincerely, 

 

 

Stephen A. Student 


