Hiro KiMm

Tacoma, WA 98406 ¢ (555)555-5555 ¢ hiro.kim@monster.com

Sep 28, 2026
Dear Hiring Manager,

I am writing to express my enthusiasm for the Legal Assistant position at XYZ Law Firm. As a recent
graduate with a Bachelor of Arts in Legal Studies, I have developed a strong foundation in legal principles

and practices, which I am eager to apply within your esteemed firm.

Throughout my academic career, | honed essential skills such as legal research and document drafting. My
attention to detail and organizational abilities allow me to manage case files effectively while ensuring
accuracy in all documentation. I take pride in my adaptability and ability to learn quickly, traits that equip me

well for the dynamic environment at XYZ Law Firm.

In addition to my technical skills, I possess strong interpersonal communication capabilities that enable me to
work collaboratively within teams. I understand the importance of providing exceptional client service and
maintaining professionalism while handling sensitive information. My commitment aligns closely with your

firm's values of integrity and client-centered support.

I am particularly drawn to XYZ Law Firm's mission of empowering clients through expert guidance while
fostering a supportive team atmosphere. It would be an honor for me to contribute positively as part of your
team by assisting attorneys with legal documentation, conducting thorough research, managing case files

efficiently, and facilitating effective communication with clients.

Thank you for considering my application. I look forward to the opportunity to discuss how my background

can complement your team's efforts at XYZ Law Firm.

Sincerely,
Hiro Kim





