Your Name
your.email@example.com   •   0400 000 000
[Date]
[Hiring Manager Name]
[Company Name]
[Company Address]
Re: Application for Paralegal
I'm writing to apply for the Paralegal position at [Company Name]. My experience drafting legal documents, running case files and supporting solicitors through both litigation and transactional matters lines up closely with what this role requires.
In a previous matter, I was responsible for organising evidence and court documents for a multi-party litigation file under a tight filing deadline. I built a document index in the practice management system, flagged gaps in the evidence chain early, and briefed counsel with a complete court book two days ahead of the hearing date, giving the legal team time to review rather than scramble.
[add one genuine, specific reason: a project, value, or market position you can point to] is part of why I want to work at [Company Name] specifically, rather than in legal support generally.
Thank you for considering my application. I've attached my resume and would welcome the chance to discuss how I can support your legal team.
Kind regards,
Your Name




