Jane Doe 
101 Happy Lane 

San Antonio, TX 70000
(000) 867-5309
janedoe@gmail.com 
John Doe
John Doe Law Firm 
101 Happy Lane
San Antonio, TX 70000
February 9th, 2013
Dear John Doe,
My name is Jane Doe and I am a graduate of the University of Texas at San Antonio. I am applying for the Legal Administrative Assistant position posted on indeed.com. At your convenience, I'd appreciate the opportunity to discuss the position and my candidacy with you. You can find my resume attached to this e-mail.
I am looking to bring my proficiency in editing and my organizational skills to the Legal Administrative Assistant position. The skills I have learned as an English major during my undergraduate years have given me a great eye for detail and instilled me with a sense of solid work ethic. I learn new skills quickly, independently, and interact effectively with others.

I'd love to find out more about the position you're looking to fill, and I would welcome the opportunity to tell you how my skills and ideas can benefit the John Doe Law Firm. 

Thank you for your consideration.
Sincerely,
Jane Doe
janedoe@gmail.com
(000) 867-5309
