My AMG Career – Sample Cover Letter #2

John Q. Smith

1234 Main Street, Apartment 101

Centerville, USA  010101

(987) 654-3210 cell / j_q_smith@web.com
Ms. Jane Doe

Hiring Manager

Doe, Doe & Doe

Centerville, USA

Dear Ms. Doe: 

I was referred to Doe, Doe & Doe by Ms. Justine Jones, who felt that my unique skills, personality, and work ethic would match well with your firm culture. 

As secretary to the Managing Partner and one Litigation Associate at Smith, Smith & Smith for the past five years, I have been exposed to a great deal of Civil Litigation and trial prep work, and I would like the opportunity to show you how DD&D could benefit from having me join your firm. While at SS&S, I was responsible for all calendaring and dictation for a very heavy desk. My organizational abilities were so strong that I received two merit bonuses in my first year with the firm. I also significantly assisted our Word Processing department by using my stellar MS Word skills to train new WP hires in the use of Styles and Macros.  

Attached please find my resume. I am eager to talk to you about these and other contributions I have made to my previous employer, and look forward to becoming a part of Doe, Doe & Doe’s continued success.  

Thank you for your consideration. 

Sincerely Yours,

John Q. Smith

