Jordan Taylor
January 16, 2026

Acme Corporation
RE: No Experience Legal Secretary

Dear Hiring Managet,

I am writing to express my enthusiasm for the No Experience Legal Secretary position at Acme Corpo-
ration, which | discovered on your careers page. With a keen interest in the legal field and a strong desire
to contribute to your esteemed firm, | am excited about the opportunity to support your legal team while
furthering my professional skills.

During my time as a volunteer at the local community center, | developed essential organizational and
communication skills that | believe are crucial for a legal secretary role. | took the initiative to streamline
the scheduling of legal aid workshops, which increased attendance by 30% over three months. Addi-
tionally, | managed the documentation process for participant registrations, ensuring all paperwork was
completed accurately and efficiently. This experience taught me the importance of attention to detail and
time management, qualities that | know are vital for success in a busy legal office.

| am particularly drawn to Acme Corporation because of your commitment to providing high-quality legal
services to your clients. | am eager to bring my strong work ethic and proactive attitude to your team.
| am confident that my background in administrative support, coupled with my enthusiasm for learning,
will allow me to contribute positively to your firm. | would love the opportunity to discuss how my skills
can align with the needs of your team.

Thank you for considering my application. | look forward to the possibility of discussing this exciting
opportunity with you and how | can assist Acme Corporation in achieving its goals.

Sincerely,

Jordan Taylor



