
*DO NOT EVER COPY THIS LETTER AND USE IT AS YOUR OWN 
 

Julie Jockers 
720 Creek Lane • Orlando • FL • 32801 

Tel: 407.200.3950 E-mail: Juliejockers@aol.com 

 

 

 

February 6, 2009 

  

John Smith  

Human Resources Director  

Green, Greene & Greener  

1234 Main Street  

Orlando, FL 32804  

 

 

Dear Mr. Smith,  
 

 

I am a top 10% first-year law student attending Barry University School of Law, and  
I am currently seeking a position as a summer law clerk. I believe my training at Barry  
University School of Law is preparing me for an outstanding career as an attorney, and that  
my skills and education will enhance Green, Greene & Greener's summer clerk program.  

During my first year of law school, I excelled in Legal Research and Writing. I am a 
proficient and thorough researcher, and my professional background in the retail industry has 
taught me an appreciation for accuracy and attention to detail.  
 

With two years' experience in retail management, I have a strong understanding of 
business operations. My experience managing the financial resources and personnel assets of a 
busy retail store, along with extensive volunteering with non-profit organizations,  
lends me an edge in making intuitive and accurate business decisions. This in turn provides me 
with the broad perspective necessary when dealing with business law.  
 
My resume, academic achievement, and personal recommendations speak to my professionalism, 
skill level, and value as a prospective employee. I do look forward to speaking with you 
regarding an interview, and will contact you next Thursday to arrange a time most convenient for 
you.  
 
 

Sincerely,  
 
 
Julie Dockers, J.D. Candidate 

 

  

Comment [CSO1]: This date should be 
moved over to the right side of the letter 
because you are using a modified block 
format. 

Comment [CSO2]: Use a colon rather than 

a comma.  

Comment [CSO3]: This is a great 
paragraph and shows off your skills. In 
terms of formatting, make sure your 
letter is fully justified.  

Comment [CSO4]: I like that you will 
follow up, but be careful. Ultimately the 
employer decides if you will get an 
interview and some employers might find 
this sentence too aggressive. 

Comment [CSO5]: If you include J.D. candidate, 
add the year and put below your name. 
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Juan Jeffrey 

111 Hector Court, Orlando, FL 32814, 407-333-7033,jjeffrev@hotmail.com 

 
 

December 7, 2009 

 

Candace Goldstein 

Director of Recruiting 

Green, Greene & Greener 

6441 East Colonial Drive 

Orlando, FL 32807 

 

Dear Ms. Goldstein: 

 

I am a first year student at Barry University Dwayne O. Andreas School of Lim and I am 

interested in the Summer Law Clerk position, which you posted in The Central Florida Job Newz 

on December 1, 2009. A copy of my resume and a writing sample are enclosed. The writing  

sample is the Closed Memorandum, which I wrote for my Legal Research and Writing class this 

semester. I received the highest grade in my section on this assignment and an A for my final 

semester grade in Legal Research and Writing. 

 

I am interested in working in your Orlando office of Green, Greene & Greener, and am 

particularly interested in real estate & land use, although I would appreciate the opportunity to 

be exposed to other practice areas as well. My working experience has been diverse, including  

human resources, trust, payroll, and real estate. My previous employers encompass a range of  

private and public sector employers in healthcare, education; law, and church-affiliation. In 

my positions, I communicated effectively with people who were irate, people with different 

agendas, people who were in stressful situations. and people managing multi-million dollar 

personal portfolios. I worked with bus drivers, patients, zoning officers, pastors, and those at 

the highest levels of administration. Throughout it all, I learned to listen so that I could bring 

each one to a point of understanding even if l could not meet their needs in the way he or she 

expected. 

 

If chosen as a clerk, I would eagerly embrace the opportunity to learn all that the position has to 

offer and to use my array of knowledge and experiences to benefit Green, Greene & Greener. 

Thank you for your consideration. 

 

Sincerely, 

 

 

Juan Jeffrey 

 

  

Comment [CSO6]: Remove the hyperlink 
so that it is not in blue and underlined 

Comment [CSO7]: Underline or Italics 

Comment [CSO8]: :”Your office” or “your 
firm” should only be used when writing to 
a managing partner or shareholder. 

Comment [CSO9]: This is great, showing 
off your diverse background. 
 
In terms of formatting, remember to fully 
justify your paragraphs. 

Comment [CSO10]: Leave 3 spaces 
between the closing and your name. If 
you are e-mailing, type /s/ or type your 
name in cursive font in the second space. 
 
If you have enclosures, type “Enclosures” 
two spaces below your name. 

mailto::jjeffrev@hotmail.com


*DO NOT EVER COPY THIS LETTER AND USE IT AS YOUR OWN 
 

Lisa Danny 
6050 Briar Lane 

Orlando. I-L 32807 

(407) 309-9888 

40 Baker Street 

Miami, FL. 33027 

(305) 282-2245 

School E-Mail: LisaDanny@yahoo.com  Cell: (200) 230-6453 Local

 

 

January 17, 2009 

 

John Blackstone, Esquire 

Director of Legal Services 

Kidz Best 

10 Bird Road 

Miami, FL 33027 

 

Dear Mr. Blackstone: 

 

I am a second-year law student at Barry University School of Law in Orlando. Currently, I 

am seeking a position with a non-profit organization for the summer of 2009, and 

Professor Lefkowitz recommended that I contact you regarding a summer position in the 

legal department of Kidz Best. 

 

As the founder and sole employee of Disability Associates, Inc., I was responsible for not 

only the day-to-day operations of the business, but also for reviewing pending claims. I 

worked closely with clients, from answering questions in the initial phone inquiry to the 

representation at an administrative hearing. Having recently accepted a position on Barry's 

nationally ranked Trial Team, I intend to further sharpen the analytical and research 

skills I developed while working as a non-attorney disability representative. I believe that 

along with these skills my personal passion for child advocacy- will be an asset to Kidz 

Best. Furthermore, I am very interested in working for an organization focused on 

underprivileged children in South Florida. 

 

Enclosed is a copy of my resume. I welcome the opportunity to further discuss my 

experience and qualifications with you. Please feel free to contact me at any time. 

 

Sincerely, 

 

Lisa Danny 

 

Lisa Danny 
 

Enclosure 

 

Comment [CSO11]: When applying to 
firms in your area, remember to tie 
yourself to the area in the body of your 
cover letter. 

Comment [CSO12]: I would Make this at 
least 10 font. Also, I would list “local” and 
“school” on top of the addresses.  

Comment [CSO13]: Excellent using the 
name of the person who recommended 
you to contact them. I would actually 
move this and make sure it is in the first 
line in the paragraph. 
 
Also, don’t forget to show off your 
research on the firm for which you are 
applying. 

Comment [CSO14]: This last sentence 
feels a bit out of place – perhaps it would 
flow better in the first paragraph. 

Comment [CSO15]: This paragraph is 
great. You show off all your transferrable 
skills. 


