Sophia Martinez
January 16, 2026

Acme Corporation
RE: Relocation Legal Assistant

Dear Hiring Managet,

| am excited to apply for the Relocation Legal Assistant position at Acme Corporation, as advertised on
LinkedIn. With a strong background in legal support and a passion for assisting clients through relocation
processes, | believe | am well-equipped to contribute to your esteemed team.

In my previous role at Global Moves Law Firm, | successfully managed over 100 relocation cases, ensur-
ing compliance with federal and state regulations. | implemented a streamlined filing system that reduced
case processing time by 30%, allowing our team to handle a higher volume of clients without sacrificing
guality. Additionally, | played a key role in developing a client information package that simplified the
relocation process, which received positive feedback from 95% of our clients.

| am particularly drawn to this position at Acme Corporation due to your commitment to providing ex-
ceptional legal assistance to clients navigating complex relocation challenges. | am eager to bring my
expertise in legal research, document preparation, and client communication to your team. | am confident
that my skills in maintaining meticulous records and my ability to adapt to evolving legal standards will
be an asset to your firm.

| look forward to the opportunity to discuss how my background, skills, and enthusiasms align with the
goals of Acme Corporation. Thank you for considering my application; | hope to speak with you soon.

Sincerely,

Sophia Martinez



