XXXXXX
Findlay, Ohio 45840

March 17, 2004

XXXX
XXXX
XXXX

Dear Ms. Hamilton,

Please accept this letter and resume as my application for the position of paralegal that your firm posted on The University of Toledo Paralegal Studies website on March 29, 2004.  
My paralegal training has given me the education and experience that would be beneficial to your firm.  I have taken, and successfully completed, numerous paralegal courses including Introduction to Law, Estate and Probate, Civil Procedure, Real Estate Law and Legal Research and Writing.  I am currently enrolled in the Litigation course.  I will graduate in May of 2004 with a Post-Baccalaureate Certificate in Paralegal Studies from The University of Toledo’s nationally acclaimed, American Bar Association approved program.

In regard to my experience, this semester, I am completing my Internship with the law firm of Shumaker, Loop & Kendrick.  I am working in the Environmental Law Department under the supervision of attorney Mark Mercer and paralegal Brenda Gault.  I also have previous experience in a law firm in Findlay, where one of my responsibilities was to prepare legal documents for attorney review and to file documents with the local courts.

My experience also includes two years of Data Specialist training where I learned Microsoft Word, Spreadsheet, Lotus, Power Point, Excel, ten-key typing, multi-line phones, and the proper use and care of numerous office machines.  I have great organizational and communication skills.  I can work in a team environment, or independently with little or no supervision.
I would appreciate an opportunity to interview with you at your earliest convenience.  Feel free to contact me at anytime at (419) XXXX, or by email at xxxxx@hotmail.com.  Thank you for your time and consideration and I hope to hear from you soon.

Sincerely yours,
XXXXX
