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JOB SEARCH CORRESPONDENCE

PURPOSE

Your cover letter acts as a letter of introduction and serves to supplement and clarify your resume.
The letter should be direct, persuasive, and descriptive, emphasizing how your credentials and
experience matches the position. Because employers place so much emphasis on cover letters, you
should tailor them to each employer. Research the employer to effectively communicate your
interest in and your qualifications for the position. Always accompany a resume with a cover letter,
even if the employer does not indicate one is needed.

BE FOCUSED: If you are clear about your career direction and have
researched the prospective employer, you will be able to articulate your value
to and interest in that employer.

LETTER FORMAT

Job search correspondence should be written in standard business letter format. A few guidelines:

= CONTACT INFORMATION. To be professional, your resume and any job search
correspondence should look like a matching set of stationery. Use the same name and
contact information block that you used on your resume for all other letters to employers.

= LENGTH. Keep the letter short and to the point (1/2 to 1 page).

= EMPLOYER ADDRESS. Approximately 4-6 lines below the date, insert the name, title (if
known), and full address of the person to whom you are sending the letter. Place the
greeting line ending in a colon (“Dear Mr./Ms. _ :) two lines below the address block.
Unless you are applying to a blind listing, DO NOT address the recipient as: “Hiring
Partner”, or “To Whom it May Concern.” You can easily obtain names for these individuals
by calling the employer.

= BODY OF THE LETTER. Use full block style paragraphs where every line begins at the
left margin, with no indentations or the semi-block style where you indent five spaces before
each paragraph. Paragraphs are double-spaced between each paragraph but single-spaced
internally.

= CLOSING LINE. Place your closing line (“Best regards/Sincerely yours”) two lines
beneath the last line of the last paragraph, aligned with the left margin. Four lines down,

type your name for your signature line.

= ENCLOSURES. Enclosures should be noted two lines below the signature.
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REMINDER. Save hard copies of all job correspondence. Be prepared to refer to your

cover letter and resume when the employer calls.

LETTER CONTENT

Below are some guidelines to use when constructing your cover letter. Notice in the attached
samples how these guidelines are generally followed.

PARAGRAPH 1-WHY ARE YOU WRITING?

Two to three sentences. Use this paragraph to get the attention of the reader and demonstrate the
research you have done on the employer. You also need to state your purpose for writing to the
employer. Be sure to personalize each letter.

There are usually three reasons that would prompt you to send a resume:

REFERRAL. If you obtained the employer’s name through a contact, mention that

person’s name in the first sentence. Make sure however, that you have the contact’s
permission first to use her name before sending the letter.

= JOB POSTING. When responding to a job posting, indicate which position you are seeking
and where you found out about the opening.

= TARGETED MAILING. If you were not recommended by a contact, or did not find out
about the position through a posting, then you are sending an unsolicited cover letter and
resume to an employer for whom you would like to work.

Thus, the first paragraph should have sentences that:

11/13/2008

0 Briefly introduce you — for example: I am second year student at the University of

San Francisco School of Law. Do not state your name in the body of the letter; use
your name only at the bottom in the signature line.

Name the position or type of work for which you are applying and mention how
you heard about the opening or organization, either through a posting or a contact;
and if this is an unsolicited mailing, then mention your strongest qualifications.

Express your interest in the employer and demonstrate your knowledge of that
employer. State why you want to work for this employer in particular. This reason
should be employer focused instead of you focused. (e.g. “You” focused — I am
interested in gaining experience in civil litigation; “Employer” focused — Your firm’s
outstanding reputation in plaintiff-side litigation greatly interests me.) Your reasons
instead can be focused on the organization’s mission, type of work, geographic
location, size or reputation. This is your opportunity to show you have done your
research.
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PARAGRAPH 2, 3: WHY THEY SHOULD HIRE YOU

Four to five sentences. You may need two paragraphs.

TOPIC SENTENCE. Start with a topic sentence summarizing the top three reasons why
an employer should hire you. Then each following sentence should give specific examples
demonstrating each skill and how it relates to the position you seek.

RELEVANT CONNECTIONS. Make relevant connections between your skills, interests,
education, experience, and the employer’s needs, especially if responding to a job positing
containing a job description.

HIGHLIGHT TRANSFERABLE SKILLS. It is important to highlight transferable skills
from previous employment or activities, particularly if you don’t have direct experience.

SUMMARIZE YOUR SKILLS. Briefly summarize your skills in one or two sentences
with a wrap-up sentence pitching your key strengths and personal traits which makes you
stand out.

PARAGRAPH 3 OR 4: WHAT YOU WILL DO NEXT

Two to three sentences regarding the next actions you will take.

INDICATE YOUR NEXT STEPS. State when and how you will contact the employer. If
no contact information for the employer is available, indicate how the employer can reach
you. If the employer is outside of the Bay Area, tell the employer if/when you will be
visiting their city and suggest meeting during that time period.

CLOSING REMARKS. 1t is always appropriate to state you look forward to hearing from
the employer and to thank them for their time.

WRITING TIPS

SUBSTANTIATE your claims about ability (e.g., “I independently researched and drafted
a motion to dismiss in a products liability case which was granted in part by the Alameda
County Superior Court.”) Avoid unqualified statements.

HIGHLIGHT the skills and strengths that you can contribute to an employer as opposed to
defending less positive aspects of your work and educational history. Focus on the positive
instead of pointing out a negative. (€.g9., “With over three years of previous experience, I can
bring my strong work ethic and legal knowledge to your firm” instead of “While I do not
have the requisite one year of legal experience as stated in your advertisement, I have
previous work experience which is applicable to the position.”

CONNECT your experience to their needs as opposed to stating what they can offer you.
DO NOT simply cut and paste the same language from your resume to your cover letter.
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VARY your sentence structure. Refrain from starting each sentence with “I.” Instead vary
your sentence structure and do your best to start each sentence differently. (e.g., “In addition
to civil litigation, I gained experienced in criminal law”; “As a law clerk in the
Transportation Division, I researched a number of issues”; “Lastly, I am a well-rounded
individual that works well with very little supervision.”

BE ACTIVE in your conclusion — state that you will follow up with a phone call on a
specific day. In the case of a blind ad, let the potential employer know how to reach you
during business hours. For an on-campus interview, communicate that you look forward to
meeting the recruiter during his/her visit to campus. Avoid passive statements (e.g., If you
are interested in my qualifications, please call me.).

COVER LETTER CHECKLIST

QO Is the letter short and to the point? Keep letters no longer than 3 — 4 succinct

paragraphs.

Is the letter written in standard business format, using professional language?

Have you PROOFREAD your letter? Did you check for grammar, spelling and

typographical errors? Did you spell the name(s) of the employer and the addressee

correctly?

QO Is your letter on the same paper as your resume? Is it on quality bond paper in a
neutral shade of white or ivory?

oo

THANK YOU LETTERS

PROTOCOL. Thank you letters are an essential part of the application/interview process
and should be written with 24 hours of an interview. NOTE: During the On-Campus
Interview season, employers do not expect to receive thank you letters after initial screening
interviews. However, employers do expect to receive thank you letters for call back
interviews or for interviews that occur at the employer’s office.

CONTENT. The letter should highlight an element of the interview that will enable the
interviewer to quickly remember your conversation. You may have discussed a certain
practice area, a case the interviewer worked on, or a common interest; if so, note that in the
letter. The purpose of the letter is to be cordial, remind the interviewer who you are, and to
reiterate your interest in the employer while stating again, briefly, why you are qualified for
the position.

MULTIPLE INTERVIEWER PROTOCOL. If you interview with several attorneys
within the same organization, you may send one letter to the most influential person, the
person with whom you connected with the most, or the recruiting coordinator. However, be
sure to include the names of the other interviewers in your letter, indicating your enjoyment
in meeting with all of them. Keep in mind that all your correspondence to the firm is likely
to be kept in one file so if you decide to write to each interviewer, make each letter slightly
different, based upon the conversation you had with that person in particular.
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= EMAIL OR U.S. MAIL. While email thank you letters are acceptable, mailed letters are
more professional. Again, send the letters out as soon as possible. Handwritten note-cards
are also acceptable as thank yous.

OTHER JOB SEARCH CORRESPONDENCE

Other reasons to write prospective employers or those supporting you in your job search include
writing for the following reasons:

INFORMATIONAL INTERVIEW Asking for an informal meeting to interview your
contact about her career path, job duties, practice
area, and enlist her aid or feedback upon your
resume, cover letter, and writing sample or to
provide you with job search tips.

FOLLOW-UP LETTER A letter to follow-up with an employer if you have
not heard back from them after an interview or
other type of employer contact.

THANK YOU LETTER To an individual following an informational
interview or a job interview in person or over the
phone. Or, to thank those persons who have acted
as your reference or who have assisted you in your
job search by providing referrals.

JOB ACCEPTANCE OR REJECTION | A letter in response to a job offer to accept/reject or
LETTER request additional time to consider the offer.

SUPPLEMENTAL INFORMATION A letter providing supplemental or additional
documentation or information in support of your
application. This sometimes occurs in response to
an employer request or on your own initiative. For
instance, after interviewing you, employers
sometimes request an additional writing sample,
your transcript, or references.

COVER LETTER SAMPLES

Use the following samples to assist you in crafting your own cover letters. Your cover letter
should reflect your own personal style. DO NOT copy the wording of these samples.
For creative ways to structure your cover letter, please see
Guerrilla Tactics for Getting the Legal Job of Your Dreams by Kimm Alyane Walton.

11/13/2008 Tab 9 Page 5 of 20



COVER LETTER TEMPLATE
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NAME AND CONTACT INFORMATION BLOCK
SHOULD BE SAME AS ON RESUME

DATE

CONTACT: Name (Do not address as Mr./Ms. — that belongs in the Salutation below)
Title

Organization Name

Address

City, State ZIP

SALUTATION: Dear Mr./Ms. (Last Name of Contact):

Opening Paragraph. (2-3 sentences) State who you are (year in school, law school attending),
why you are writing, what position you want, and your interest in and/or connection to the
employer. If out of the area, state your connection to that area. Do not say you want to work for
the employer because you want to get experience. Instead, focus on what makes the employer
special — this is your chance to demonstrate your research and knowledge on the employer.

STATEMENT OF INTEREST AND QUALIFICATIONS. (3-5 SENTENCES) You may
indicate your interest in the employer in this paragraph if your first paragraph is getting too
long. Additionally, using a topic sentence, state the top three reasons why the employer should
hire you. Tell the employer about your skills and how you will meet the employer’s needs.
Describe your experience and strengths and use specific examples. Close with a summary
sentence pitching special characteristics you have that make you stand out (soft skills such as
strong work ethic, willingness to put in 110%).

ADDITIONAL QUALIFICATIONS. If warranted by your experience, education or skills,
you may have an additional paragraph.

CLOSING PARAGRAPH. (1-2 SENTENCES) State what your next action step will be: i.e.,
you will call the employer; you welcome an opportunity to discuss your qualifications further;
that you look forward to hearing from them; or, that you will be in the area on particular dates
and would appreciate the opportunity to meet with them during that time frame.) Always thank
the employer for their time and consideration.

Sincerely yours,
SIGN YOUR NAME HERE
Your Full Name

Enclosure(s)

(NOTE: The numbers in the margins indicate line returns between each entry)
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SAMPLE COVER LETTER - 1L: Public Interest Crim Law

Brent J. Folger

330 Parker Street « San Francisco, CA 94118 ¢ Cell 415.444.1234 o bfolger@gmail.com

DATE

Martha Green

California Appellate Project
101 Second Street, Suite 600
San Francisco, CA 94105

RE: Summer Internship with California Appellate Project
Dear Ms. Green:

I am a first year student at University of San Francisco School of Law with an interest in
criminal defense and habeas corpus proceedings. Particularly, I am interested in working with
indigent prisoners who are confronting the death penalty and given the recent rulings on death
penalty cases, now is a critical time to assist. With my intent, experience, and dedication, I can
make a strong contribution to the California Appellate Project (CAP).

My strong writing skills, conciseness, and ability to quickly compute facts and rules into law are
attributes I can bring to CAP. At the American Civil Liberties Union of Idaho, I read letter
complaints from Idaho inmates, analyzed the letters, and prepared a summary brief of each letter.
I then conducted oral presentations of the briefs to staff attorneys and drafted correspondence
according to their instructions. The process taught me how to spot issues, articulate legal
arguments, and exposed me to the social realities of our legal system. Today, this experience has
been regimented by law school. My writing has been through boot camp; my organization has
become meticulous; and my insight has been sharpened to a sophisticated point. Ultimately, my
diligence, public service background, and hard work can contribute to your team.

Thank you for your consideration and I look forward to a future discussions. I will call and
follow up with you next week.

Sincerely,

Brett J. Folger

Enclosure
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SAMPLE COVER LETTER FOR SUMMER ASSOCIATE POSITION

AMY L. LEUNG

3333 — 34th Avenue ° San Francisco, CA 94118
Cell: (415) 555-7775 ° leung_amy@yahoo.com

DATE

Karen Flowers

Calvin & Klein, LLP

130 Sutter Street, 5™ Floor
San Francisco, CA 94104

Dear Ms. Flowers:

While discussing summer opportunities with my friend John Hancock, I became particularly
interested in working for Calvin & Klein, LLP. John spoke very highly of George Calvin, the
firm’s specialization in business law and its growing Asia practice. With my fluency in Chinese
and my previous business experience, | am interested in a summer associate position at your
firm. I am currently a second year student at the University of San Francisco School of Law.

With my practical work experience and my interest in Asia, [ can immediately contribute to your
firm. My interest in business law influenced my decision to study law. As a product assistant at
Nexus Software, I often worked with the legal department regarding regulatory compliance when
shipping our products overseas to India, China, and Europe. Additionally, I gained working
knowledge of consumer data privacy laws and e-commerce regulations when we launched a new
product that required the gathering and distribution of personal information. My dedication to
business law is further demonstrated by my focus on business courses and my leadership as the
Co-Chair of the Business Law Association.

My practical corporate experience and legal education, combined with my enthusiastic work
attitude and strong work ethic, would benefit Calvin & Klein. I look forward to discussing my
qualifications with you further and can be reached at (415) 555-7775 for an interview. Thank you

for your consideration.

Sincerely,

Amy L. Leung

Enclosure
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SAMPLE COVER LETTER
LAW STUDENT WITH PUBLIC INTEREST EXPERIENCE APPLYING TO A LAW FIRM

LINDA D. MAYSFIELD

430 — 8™ Avenue * San Francisco, CA 94117 « cell (415) 555-8888
ldmayfield@usfca.edu

DATE

Cindy Lewis

Abbott, Blake & Caldwell

Two Embarcadero Center, 27" Floor
San Francisco, CA 94105

Dear Ms. Lewis:

A second-year law student at the University of San Francisco School of Law, I am applying for a
summer associate position with Abbott, Blake & Caldwell. Your firm’s international
commercial practice attracts me. My undergraduate degree in business and international relations
and my work in the international arena have given me a global perspective on business issues
which is in line with your firm’s guiding principles.

I can contribute strong legal research, writing, and advocacy skills, along with my understanding
of business issues to Abbott, Blake & Caldwell. This summer, I applied and refined my legal
research and writing skills while working for the Institute for Human Rights at the University of
Central America in El Salvador. This program involved legal research and writing focused on
immigration law and international law. Additionally, I have advocated on behalf of senior
citizens denied their medical benefits. My persistent efforts resulted in four of my elderly clients
receiving benefits after numerous phone calls and letters to pertinent parties. Lastly, my
undergraduate degree in business administration which included coursework in accounting,
business regulations, international commerce, and strategic planning, allows me to understand
and analyze the issues facing business clients.

Thank you for your consideration. I look forward to meeting with you to discuss how my
qualifications are of benefit to Abbott, Blake & Caldwell and can be reached at (415) 555-8888.

Sincerely,

Linda D. Mayfield

Enclosure
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SAMPLE COVER LETTER - PUBLIC SECTOR

Eunice Nguyen

26 Any Street #106 * San Francisco, CA 94117
eurimchun@yahoo.com
(415) 555-5678

DATE

Andrea Advocate

Office of the City Attorney
151 West Mission Street
San Jose, CA 95110

Dear Ms. Advocate:

A third year student at the University of San Francisco School of Law, I am interested in
working for the San Jose City Attorney’s Office upon graduation. In May, I am moving back
home to the San Jose area and would be honored to provide my legal experience and education
to your office.

With my long-term desire to be a litigator in the public service, I purposely gained practical
experience in civil litigation and focused my course work on trial practice and procedure and
alternative dispute resolution. As a summer associate at Laitley & Laitley, I drafted an appellate
brief on the application of the Family and Medical Leave Act to public employees. Additionally,
as a result of my strong legal research and writing skills, the firm gave me increasing
responsibility and tasked me with drafting a response to a motion for summary judgment. To
further develop experience in trial law, I enrolled in Trial Practice where I will eventually
conduct a full trial this semester. With my strong work ethic and my sense of public
responsibility, I can bring my diverse cultural background, Vietnamese language skills, and
sensitivity to the City of San Jose.

I visit San Jose regularly and would like to meet with you to discuss opportunities in your office.
I will contact you next week to arrange a convenient time for us to meet. Thank you for your

time and consideration.

Sincerely yours,

Eunice Nguyen

Enclosure
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SAMPLE CORPORATE/IN-HOUSE LETTER

BRANDY L. MOORHOUSE

777- 7th Avenue - San Francisco, CA 94117 - (510) 555-7777
blmoorhouse@usfca.edu

DATE

Elizabeth Ward, Esq.

Agilent Technologies, Inc.

5301 Stevens Creek Blvd., MS 1A-LD
Santa Clara, CA 95051

Dear Ms. Ward:

As a second-year law student at the University of San Francisco School of Law (USF), I am writing
to express my interest in your Summer 2008 legal internship. With over five years of corporate
business experience, I hope that my combination of legal and business skills, in addition to my
academic record, will be of value to you.

Agilent Technologies has an impressive reputation as a global leader in electronic measurement
tools. My interest in Agilent piqued during my years in the software industry as I often heard or read
about Aligent’s latest product lines and new ventures. [ would be thrilled to be part of such an
exciting growing company.

With my corporate background, interest in intellectual property, and solid legal skills, I am a strong
candidate for a summer intern. Prior to law school, I worked as a marketing manager at a software
company, where I led major projects such as overhauling the customer website. I worked well across
all levels of the company, frequently working in small, cross-functional teams comprised of
colleagues from the sales, information technology, and legal departments. Last summer, as a law
clerk for the litigation firm of Ritz Carlton Hilton, I refined my legal research and writing skills by
writing notices and letters to defense counsel, along with drafting discovery documents. Additionally,
as Case Counsel for USF’s Moot Court Honors Program, I further enhanced my writing and critical
thinking skills through researching and drafting several objective analyses for possible topics.

With the time-management, organizational, and business skills I learned from the corporate world,
and my practical experience in the legal world, I am confident I would be a benefit to Agilent. I
welcome an opportunity to speak to you about how I can be an asset to your internship program.
Thank you for your time.

Sincerely,

Brandy L. Moorhouse

enclosure

11/13/2008 Tab 9 Page 11 of 20



SAMPLE COVER LETTER RESPONDING TO A JOB POSTING

SUZANNE LISA BRADLEY
123 Fell Street # 321 = San Francisco, CA 94115 = sbradley@gmail.com = cell: (415) 555-5555

DATE

Cameron Chin

Bailey, Bixby and Brown
5678 Main Street, Suite 100
Los Angeles, CA 92701

Dear Mr. Chin:

I am writing in response to the summer associate position you listed with my law school’s Office
of Career Planning. I recently read about your firm and the successful conclusion of your class
action suit against the City and County of San Diego. Currently, I am a second year student at
the University of San Francisco School of Law with a passion for employment law and your firm
is of great interest to me because of its cutting-edge work in this field.

After researching and writing numerous papers regarding unique issues for my employment law
class, I put my education to practical use as a summer clerk with the Employment Law Center. I
drafted an appellate brief on the Americans with Disabilities Act (ADA) that was argued and
held in our favor. My class work, coupled with my success at the Employment Law Center,
resulted in my professor offering me a research assistant position for a discrimination suit he is
handling. I am confident that the education, skills, and experience that I have gained in
employment law in general, and ADA and discrimination law in particular, will allow me to
make a significant contribution to Bailey, Bixby and Brown.

I plan to be in Los Angeles from December 15, 2007 through January 3, 2008. I would like to
meet with you during my visit, if your schedule permits. I will contact you next week to follow-

up. Thank you for your consideration.

Sincerely,

Suzanne Lisa Bradley

Enclosure
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SAMPLE RESPONDING TO LISTING WITH ADDRESSING SPECIFIC JOB DESCRIPTION

PEDRO CASTELLANO
454 Brisbane Avenue e Berkeley, CA 94704 o (510) 555-5000 e pcastellano@yahoo.com

DATE

Isabel Jacobs

Senior Corporate Counsel
Lennar Corporation

7000 Marina Blvd.
Alameda, CA 94502

RE: 2008 Summer Internship
Dear Ms. Jacobs:

As a second-year law student at the University of San Francisco School of Law with a strong interest in
business law and technology, I am an ideal candidate for a Summer Internship position with Lennar
Corporation. I came to law school because of my interest in Cyber law and to study the nexus where the
Internet, commerce, privacy, and intellectual property meet.

With five years of experience with web companies, I can bring to Lennar Corporation the following
skills:

e Writing and Analytical Ability: Drafted two successful oppositions to motions to dismiss in a current
class action lawsuit. Wrote and edited policy articles for the California Reinvestment Coalition.
Developed a rapidly growing Web community primarily through online message boards.

e Privacy and Regulatory Compliance Experience: Drafted Terms of Use and Privacy Policy for two
Internet companies. Collaborated with the Federal Trade Commission and developed company
policies on compliance with the Children's Online Privacy and Protection Act.

e Website Copy Drafting and Excellent Judgment: Designed, built and maintained website for Spanish
and English language television news stations. Made quick judgments about appropriateness of
content on a daily basis.

e Strong Communication and Organizational Ability: Managed interaction with technology partner
companies to further strategic development. Handled client relationships and oversaw interactions
between employees and clients, ensuring timely and attentive service.

e Problem Solver and Self-Starter: Investigated and lobbied for the inclusion on our website of new
technology applications and new sources of content and revenue. Natural inclination to test for quality
assurance drives me to implement ways to improve usability and efficiency.

Thank you for your consideration. I look forward to expanding upon my qualifications and I will call to
follow up shortly. Additionally, you can reach me at (510) 555-5000.

Sincerely yours,

Pedro Castellano

Enclosure
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SAMPLE COVER LETTER RESPONDING TO A BLIND LISTING

BRENDON T. KNOWLES

1414 Bay Street # 45 o San Francisco, CA 94127 o brendon.knowles@gmail.com
(415) 555-1414

DATE

Box #1234

The Recorder

625 Polk Street, Suite 500
San Francisco, CA 94102

Dear Sir/Madam:

I am responding to the contract attorney position advertised in the December 15, 2008 edition of
The Recorder. A newly licensed attorney and a May 2008 graduate from the University of San
Francisco School of Law, I am interested in the areas of real estate, business law, and civil
litigation.

After reading the job description and qualifications for the position, my background in both
commercial litigation and real estate are a strong match for your firm. With my practical legal
experience and my background in business and real estate, I can make an immediate
contribution. As a summer associate with Appleby, Chew and Lin, a business litigation firm, I
drafted pleadings, discovery motions, and responses. I deepened my knowledge of real estate
law by taking advanced courses and co-authoring a paper on commercial real estate transactions.
Additionally, as a marketing representative in the commercial interior products business, I
worked closely with real estate developers where I initiated and managed projects to their
successful conclusion and gained exposure to the legal aspects of the business.

I can be reached at (415) 555-1414 and look forward to hearing from you. Thank you for your
time and consideration.

Best regards,

Brendon T. Knowles

Enclosure
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SAMPLE LETTER WITH REFERRAL SOURCE

JASON DeVALERIO

222 Fulton Street # 4 » San Francisco, CA 94115 ¢ jdevalerio@gmail.com * cell (415) 555-9999

DATE

John McAllister
McAllister, Dumbarton & Smith

One Embarcadero Center, Sixth Floor
San Francisco, CA 94105

Dear Mr. McAllister:

After talking to Douglas Barry at the National Center for Youth Law about my interest in child
advocacy, he suggested I contact you about possible summer employment. I am currently a
second year student at the University of San Francisco School of Law (USF) and plan to focus
my studies on family law in general and child adoption issues in particular.

Mr. Barry mentioned that you seek out summer clerks who are self-starters and passionate about
client advocacy. Being a “self-starter” appropriately describes my background and work style.
As a Resident Hall Advisor at Duke University, I had sole responsibility for structuring the
disciplinary system for my students and supervising their activities. In this capacity, the
university upheld and respected my disciplinary decisions. Additionally, as a counselor at Camp
Colorado, I worked with, counseled, and developed programs for abused and neglected children.
This work inspired me to devote my legal education to fight for children’s rights.

In addition to taking the core courses and several electives in family law, I am currently a
certified law student at USF’s Child Advocacy Clinic where I have worked on both new and
ongoing dependency cases, representing children of all ages. Each case has required something
slightly different, requiring me to be flexible and to adapt quickly to changing circumstances.
Specifically, I dealt with the deportation of a minor’s mother, represented a minor whose
mother’s severe mental health issues were a major obstacle to his return to her custody, and
drafted a motion in opposition to a minor’s return. This experience has sharpened both my oral
and written advocacy skills and has strengthened my resolve in working with children.

My counseling and advocacy skills gained from the Child Advocacy Clinic, coupled with my
legal education will allow me to make a valuable contribution to your firm. I would appreciate

the opportunity to meet with you and will call you next week. Thank you for your consideration.

Sincerely,

Jason DeValerio

Enclosure
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SAMPLE LETTER - JOB PROSPECTING

JOHN SANTOS

144 Turk Street # 321 = San Francisco, CA 94117 = jsantos@gmail.com = cell: (415) 222-3333

DATE

Carol Knight

Parker, Hayes & Turk PC
123 4" Street

Los Angeles, CA 92701

Dear Ms. Knight:

I am writing to inquire about an opportunity with your office this summer. I am a second year
law student at the University of San Francisco School of Law with a strong interest in estate
planning law. Having recently read about your practice in the California Lawyer, I am intrigued
by your preeminence in the estate planning field in Los Angeles. I would greatly appreciate an
opportunity to learn from you this summer.

My interest in estate planning law developed prior to law school when I was a paralegal at a
general practice firm, and had the chance the work on a probate case for a senior partner. After
proving my abilities to him, he entrusted me to take on significant responsibility, and even sit in
on several client meetings. The senior partner commended my on my client service and
communication skills after each opportunity.

In law school, I am currently enrolled in Tax Law, and plan to take Wills & Trusts next semester.
I am a member of the Estate Planning Society, and look forward to planning professional
development programs for similarly interested students.

I plan to be in Los Angeles from December 15, 2007 through January 3, 2008 for my holiday
break. I would welcome an opportunity to meet with you during my visit, if your schedule
permits. Attached, please find my resume for your review. I will contact you next week to

follow-up. Thank you for your consideration.

Sincerely,

John Santos

Enclosure
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SAMPLE THANK YOU LETTER - AFTER JOB INTERVIEW

JASON DeVALERIO

222 Fulton Street # 4 » San Francisco, CA 94115 ¢ jdevalerio@gmail.com * cell (415) 555-9999

DATE

John McAllister
McAllister, Dumbarton & Smith

One Embarcadero Center, Sixth Floor
San Francisco, CA 94105

Dear Mr. McAllister:

I enjoyed meeting you and James Dumbarton yesterday regarding the possibility of a
summer associate position at McAllister, Dumbarton & Smith. After the interview, I left more
convinced that your firm is the place for me. Your description of your growing family law
practice and the firm’s desire to expand into adoption law is exciting to me as [ am committed to
a career in this field.

With my current experience representing children at my law school’s Child Advocacy
clinic, my coursework in family law and my enthusiasm for the field, I am a strong fit for your
firm. Again, [ wish to reiterate my interest and look forward to hearing from you soon. Please let
Mr. Dumbarton know I enjoyed meeting him and learning about his unusual career path and our
mutual passion for photography.

Additionally, as requested, I have enclosed a second writing sample, consisting of a
motion I drafted and filed with the San Francisco Superior Court on behalf of a Child Advocacy

clinic client. Thank you for your time.

Best regards,

Jason DeValerio

Enclosure
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SAMPLE LETTER REQUESTING INFORMATIONAL INTERVIEW

JASON DeVALERIO

222 Fulton Street # 4 » San Francisco, CA 94115 ¢ jdevalerio@gmail.com e cell (415) 555-9999

DATE

Cassie Chattenberg

Sonora, Martin and Healdsburg, LLP
400 Sutter Street, Fifth Floor

San Francisco, CA 94104

Dear Ms. Chattenberg:

I obtained your name through the University of San Francisco School of Law’s Office of
Career Planning as you had indicated your willingness to be contacted by students for
informational interviews regarding your practice area. [ was excited to find a USF alum
practicing Child Advocacy law for the City and County of San Francisco, as this is a field in
which I wish to make my career.

If you have the time, could you meet with me in person or talk via telephone for about 30
minutes so that I could ask you questions about your career path and obtain advice on how to

enter this field.

Thank you in advance for any assistance you can provide me. I can be reached at (415)
555-9999 or jdevalerio@gmail.com.

Best regards,

Jason DeValerio
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SAMPLE THANK YOU LETTER - AFTER INFORMATIONAL INTERVIEW

Sascha Morris

123 22" Street #15 * San Francisco, CA 94114 « szmorris@usfca.edu « cell (415) 123-4567

DATE

Loren Markwick

Press, Nolo & Copperfield LLP
555 California Street, Suite 1200
San Francisco, CA 94111

Dear Mr. Markwick:

Thank you for taking the time to meet with me yesterday to share your experience as a
Labor & Employment attorney. Learning about how you entered the field, and the steps you’ve
taken since then to establish yourself as a leader in the practice area was very inspiring.

I also appreciated your suggestions for my resume, and for course selection. I look
forward to registering for additional labor courses in the spring semester, and to becoming more
active in student groups. After our meeting, I volunteered to chair an upcoming networking
event for the Maritime Law Journal. Per your suggestion, I will contact your former colleague,

Rachel Santo, next week about a possible summer position at her firm.

Thank you again for your time and your insight. I look forward to keeping in touch with
you as | begin my career as a Labor & Employment attorney.

Best regards,

Sascha Morris
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SAMPLE ACCEPTANCE LETTER

JASON DeVALERIO

222 Fulton Street # 4 » San Francisco, CA 94115 ¢ jdevalerio@gmail.com e cell (415) 555-9999

DATE

John McAllister
McAllister, Dumbarton & Smith
One Embarcadero Center, Sixth Floor
San Francisco, CA 94105
Dear Mr. McAllister:
Thank you for your phone call and offer of employment for Summer 2009. I received the
offer letter yesterday and after reviewing it, I am honored to accept the position as a summer law

clerk.

Again, thank you for this opportunity and I am looking forward to joining McAllister,
Dumbarton & Smith in May.

Sincerely yours,

Jason DeValerio
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	 PARAGRAPH 1 – WHY ARE YOU WRITING?  
	Two to three sentences. Use this paragraph to get the attention of the reader and demonstrate the research you have done on the employer. You also need to state your purpose for writing to the employer. Be sure to personalize each letter. 
	 There are usually three reasons that would prompt you to send a resume:
	 PARAGRAPH 2, 3:  WHY THEY SHOULD HIRE YOU
	 Four to five sentences.  You may need two paragraphs.
	 PARAGRAPH 3 OR 4:   WHAT YOU WILL DO NEXT
	 Two to three sentences regarding the next actions you will take. 
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