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Dear Sirs,
My name is Paul Kelly and I wish to express my interest in the Trainee Solicitor role with your practice. It would be a pleasure to meet with you so that I could demonstrate how my skills, experience, worth ethic and attributes could be of value to you in this role.

As you will see from my attached Curriculum Vitae, I have graduated from National University of Ireland Galway with a 2.1 honours degree in Bachelor of Law and Bachelor of Arts Degree. Additionally, I have passed all my FE1 exams. 
To prepare for a career as a solicitor I worked in a number of legal practices during my summer holidays throughout college. Experience ranged from researching and reviewing case law and legislation, familiarising myself with the workings of the Courts to assisting solicitors in preparation for cases. 
My work as a legal assistant with John Martin & co (criminal practice) and Swaine Solicitors (civil litigation) respectively has given me experience of direct contact with the clients. I have corresponded with clients on a range of issues, attended legal meetings and client interviews and have assisted in the preparation of cases for Court.

I have developed an understanding of proper office functioning and I am accustomed to practicing the good tenets of discretion and confidentiality. 
My interpersonal skills are well-developed. In my role as a freelance journalist with Galway Daily I conducted one-to-one interviews with election candidates, engaged with public representatives and developed a confident style of questioning and probing – a skill I feel would be of immense value to you. I am a competent user of Microsoft Office and am familiar with CORTBase case management.
I believe myself to be a people person and have always enjoyed excellent working relationships with colleagues. I am very organised and thorough in my approach and I thrive in a working environment that is highly systematic and regulated. I am able to perform my work to a very high standard with minimum or no supervision. In all work roles to date I have demonstrated excellent organisational and time management skills. 
Some of the attributes I bring to the workplace include enthusiasm to prove my worth, and a desire to consistently contribute in a pro-active way. I take pride in carrying out my work in a structured, timely and efficient manner.

Should you require any additional details, please do not hesitate to contact me. I look forward to meeting with you to discuss this opportunity further.
Yours faithfully,

_________________
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