
Jordan McAllister
January 16, 2026

Acme Corporation

RE: Freelance To Full Time Legal Secretary

Dear Hiring Manager,

I am excited to apply for the Freelance To Full Time Legal Secretary position at Acme Corporation, which 

I discovered on your careers page. With over five years of experience in legal administrative support and 

a proven track record of enhancing office efficiency, I am eager to contribute my skills to your esteemed 

team.

During my time as a freelance legal secretary, I successfully managed multiple case files for various law 

firms, where my organizational skills led to a 30% reduction in file retrieval times. My attention to detail 

ensured that all documents adhered to legal standards, which resulted in zero compliance issues during 

audits. Additionally, I implemented a digital filing system that improved client communication, allowing 

attorneys to access vital documents swiftly, thus facilitating quicker case resolutions.

I am particularly drawn to Acme Corporation because of your commitment to innovation in legal services. 

I am confident that my proactive approach and ability to adapt to fast-paced environments will make a 

positive impact on your team. I would appreciate the opportunity to discuss how my background, skills, 

and enthusiasms align with the needs of your organization. Thank you for considering my application; I 

look forward to the possibility of contributing to Acme Corporation as a dedicated full-time legal secretary.

Sincerely,

Jordan McAllister


