Name	Comment by Eric Pye: Format the cover letter the same as your resume (so margins, fonts, font size, spacing, headers, etc. should all be the same). This makes your application look like a cohesive package.
Address          Phone          Email
LinkedIn URL?

Paulette Jones (recruiter, partner)
XYZ LLP
Location

21 Month, 202X

RE: Articling Student (Ref. #: 123456)	Comment by Eric Pye: See https://www.linkedin.com/pulse/cover-letter-gets-interviews-eric-pye/ for a write-up on cover letters.

Dear Ms. Jones (Title and Family Name),	Comment by Eric Pye: If you know the name of the person who’ll be reading your letter, include a salutation. If you don’t, you can leave this part out.

For the past 9 months I have been volunteering with Bro Bono Law Calgary. One of the lawyers I support, Jenny Smith, is an associate with your firm. She and I have spoken at length about XYZ LLP and what a great place it is to work. I am particularly drawn to the fact that it is a smaller office with a strong presence in corporate and commercial law; I prefer working in a friendly atmosphere where colleagues know each other, and have a strong desire to practice in corporate law with a focus on contracts and regulatory compliance. I was thus excited to find your job posting for an Articling Student this morning, and am enthusiastically submitting my application for the 1022-23 term.	Comment by Eric Pye: Your opening paragraph should make an impact and  tell a story that answers the questions 1) “Will we like this person?” and 2) “Will they stay?” Showing some sort of connection to the firm’s people (name drop if you can), specializations, values, goals, etc. is a good way to do this.

This article has some useful information about opening paragraphs: How to Start a Cover Letter: 31 Creative Examples | The Muse (ampproject.org)

Reviewing the job posting, I see an excellent match between the articling position requirements and my background and skills. To summarize:	Comment by Eric Pye: The second paragraph should answer the questions 3) “Is this person qualified?” and 4) “Do they have the skills we need?” Based on your value proposition, present 3 or 4 requirements, with examples, to advocate for your suitability.

This article has some good general cover letter advice: https://www.fastcompany.com/3064221/i-review-hundreds-of-cover-letters-these-are-the-ones-i-instantly-rej
· Prerequisite legal education: I earned my LL.B and LL.M degrees in the UK in 2014 and 2016, and my Certificate of Qualifications (CQ) from the Federation of Law Societies of Canada in 2020. I am currently enrolled as a student in the Practice Readiness Education Program (PREP), with expected completion this fall.
· Customer service experience: After passing the Bar in Ghana, I worked two years as a Legal and Admin. Officer for an Elevator supply company. I oversaw scheduling and payment of contractors, along with payroll for employees and liaison with our bank, with a strong focus on communication and problem solving with internal and external stakeholders.
· Community involvement in legal contexts: As mentioned, I have been volunteering with Pro Bono Law Calgary since September of 2021. This role has helped me understand the legal process for those most in need of support, and allowed me to enhance my entry-level legal skills like client interviewing, record keeping and research.

I look forward to meeting with you in an interview to discuss my experience and skills, and how I can contribute to legal excellence, teamwork and firm success with XYZ LLP. (I tend to be busy and thus unavailable to receive phone calls in the mornings, so you will find me easiest to reach between 1:30 and 4:30 pm on weekdays.)	Comment by Eric Pye: Include only if you have specific time scheduling issues that limit your availability for contact.

Kind regards,



Terry Akwesi


Encl: Resume
