
DANIEL SMITH
San Diego, CA 92117 | (555)555-5555 | daniel.smith@monster.com

Sep 8, 2026

Dear Hiring Manager,

I am writing to express my interest in the Paralegal position at ABC Law Firm. With a Bachelor of Arts degree in Legal
Studies and six years of experience as a Legal Assistant, I have developed a strong foundation in legal research,
document drafting, and client communication that aligns with the esteemed values of your firm.

Throughout my career, I have cultivated an ability to navigate complex legal issues while maintaining a detail-oriented
approach. My experience has allowed me to enhance my skills in conducting thorough research and drafting precise
legal documents. I take pride in ensuring all materials meet compliance standards while also being easily accessible for
attorneys and clients alike.

Collaboration is integral to success in the legal field, and I thrive within team settings where effective communication is
paramount. My proactive problem-solving abilities enable me to adapt swiftly to changing environments while
managing multiple priorities efficiently.

I am particularly drawn to ABC Law Firm's commitment to integrity and advocacy for its clients. Your focus on trust
and professionalism resonates with my personal values, making this opportunity even more appealing.

I look forward to the possibility of contributing my skills and dedication to your team at ABC Law Firm. Thank you for
considering my application.

Sincerely,
Daniel Smith




