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Meredith Center for Career Services and Professional Development

Introduction to Legal Cover Letters

What is a cover letter? What purpose does it serve?
Most employers expect that a resume will be accompanied by a personalized cover letter.3 A cover letter is a part of your introduction to potential employers. It provides you with the opportunity to draw the reader’s attention to your relevant skills and experiences. A cover letter is NOT a personal statement. It is your chance to state your interest in the position and demonstrate how your qualifications make you the best person for the job.
If the purpose of a resume is to receive an interview, the purpose of the cover letter is to market your resume and convince the prospective employer to take an interest in you. Although a cover letter is not a formal writing sample, your cover letter may be the employer’s first exposure to your written work and analysis (Yes, analysis! You are reading the hiring “rule” and offering analysis/insight as to how you meet the factors.). As a writing sample, it is imperative that your cover letter is well written and professional. Take care to express your thoughts clearly and concisely.
Writing Tips
Before writing any cover letter, you must research the employer. You should use the information you gathered to relate your background more directly to the specific needs of the firm or organization. Doing research allows you to personalize your cover letter and convince the employer that you have knowledge of their organization, that you are truly interested in working for them, and that you have made an informed decision to apply for a position there. Aim for a tone of genuine enthusiasm and sincere interest.
When writing your letter, keep the requirements of the job in mind and address them specifically. It’s not what the organization can do for you; it’s what you can do for the organization. Your letter should be brief, easy to read, and should highlight your best and most relevant qualifications.


[bookmark: _bookmark2]3 If you are emailing a resume directly to an attorney or a hiring manager and not sending it through an application platform, treat the body of the email as the “cover letter.” Use the format described here, but in the body of the
 email.	
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[bookmark: Cover_Letter_Template]Cover Letter Template
Date
[2 spaces]
Name of individual to whom you are writing Title (if applicable)
Organization Address
City, State, ZIP [2 spaces]
Dear Ms./Mr./Hon.	:
[2 spaces]

INTRODUCTORY PARAGRAPH This paragraph answers two implicit questions: Who are you? Why did you send me your resume? Name the position or type of work for which you are applying and mention how you heard of the specific opening or organization. If you are applying to a job in a “remote” geographic location, address the question: why do you want to work in this location?

MIDDLE PARAGRAPH Use this paragraph to get specific about your skills and how you can add value to the organization. Point to those work/educational/volunteer or service activities that provide you with the appropriate background for the position. Highlight an item from your resume or include something that you were unable to add to your resume. Do not simply reiterate your resume. Note: this segment of the letter may extend over one paragraph, but remember brevity is critical in the cover letter. You do not need to be exhaustive.

FINAL PARAGRAPH This paragraph concludes the cover letter. Reiterate your enthusiasm for the position and your eagerness for a personal meeting. You may wish to indicate that you will follow up with them. If you choose to follow up, you generally should wait a week to ten days. Thank the reader for their time and consideration.
[2 spaces]

Sincerely yours, [1 space]
Your name typed
J.D. Candidate [expected graduation year]
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Maria E. King
52 Michigan Ave., Apt. 1, Morgantown, WV 26505
(304) 555-5555 | mariaeking1909@gmail.com

January 19, 2025 Ms. Ann Smith
Jones Washington & Smith, LLC 100 Main Street
Charleston, WV 25301 Dear Ms. Smith:
I am a first-year law student at West Virginia University College of Law, and I would like to be considered for a summer position with Jones Washington & Smith. I recently met and spoke with James King, one of your associates, who encouraged me to apply. After hearing about your firm’s commitment to excellent client service and the variety of experiences offered to summer associates, I am very excited to provide you with my application materials.
I believe I will be an asset to your Charleston office. I earned an “A” in legal research and an
“A-” in my legal writing course. I also served as a research assistant for Professor XYZ. I look forward to the opportunity to further develop my writing as an advocate on behalf of the firm’s clients.

My resume further highlights my educational and work experience. Upon review, I hope you will allow me the opportunity to interview with you for a summer position during on-campus interviews next month. Thank you in advance for your time and consideration.
Sincerely, Maria King
J.D. Candidate 2027

Maria E. King
3 Michigan Street, Morgantown, WV 26508
(304) 555-5555 mariaeking1909@gmail.com


January 17, 2025
Mr. Ellis Fisher Director of Recruitment
Public Defender Corporation 100 Capitol Blvd.
Morgantown, WV 26507

Dear Mr. Fisher:
I am a first-year law student at West Virginia University College of Law, and I am interested in a summer internship with the Public Defender’s office in Beckley. What appealed most to me about working with your office is the important work you and your colleagues do for underserved West Virginians, particularly those in my hometown of Beckley. I am writing today because it would be an honor to assist you in that work.
I believe I will be a valuable contributor to the Beckley team because of my undergraduate coursework, organizational skills, and my background in a fast-paced customer service position. First, through my undergraduate studies in social work at West Virginia University, I completed a variety of field work projects that heightened my communication skills as I handled intake interviews with a diverse group of clients. I learned the value of being a good listener. Next, as the Class of 2022 vice president, I have been tasked with scheduling meetings, developing meeting agendas, and advertising events, in addition to keeping up with the demands of our rigorous academic program. This has been a challenge, and I have found unique methods for staying organized and meeting deadlines. And finally, my work as a bartender throughout my undergraduate studies taught me many valuable lessons in a fast-paced customer service department. Handling these job duties helped me to develop client focused problem-solving skills.


I have enclosed my resume, which further details my education and work experience. I look forward to hearing from you and hope to meet with you soon. If you have any questions, please feel free to contact me.


Sincerely,


Maria King

MARIA E. KING
Current Contact: 3 Michigan St., Morgantown, WV 26505 | (724) 999-9999 | meking1199@mix.wvu.edu
Permanent Contact: 100 Main St., Charlotte, NC 28201 | (724) 999-9999 | mariaeking@gmail.com

January 25, 2025


Law Firm, LLP
7000 Judicial Center Street Charlotte, NC 28201

Dear Hiring Manager:
As I began searching for summer employment to follow my first year of law school, I became most interested in the posting for the Summer Clerkship at Law Firm, PLLC. Law Firm PLLC is very prominent in North Carolina, and I have heard many good things about it growing up in the community. As I researched Law Firm further, I learned that the same values that drive your success also drive mine: hard work, honesty, and determination.
Because I sincerely believe in putting my best effort into all that I do, I have excelled both academically and professionally. I have worked hard to develop great legal communication and research skills, and my success is demonstrated by the Certificate of Excellence I was awarded for the first semester of Legal Analysis and Writing. My grades indicate the amount of effort I put into my work because I believe that my future clients deserve an attorney who takes her work seriously.
After I graduate law school, I hope to use the skills I have developed to serve the people of North Carolina. I grew up in Huntersville, and I plan on returning to my home state to practice law. I truly believe that I would be a great match for your firm. I have the skills and dedication necessary to help add to the success of Law Firm.
I appreciate the time spent evaluating my credentials, and I hope to have the opportunity to speak with you in the future.
Sincerely,


Maria King
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