10 Sandycove Avenue East,

Sandycove, 

Co. Dublin.

Crona McLoughlin,
HR Manager,

ByrneWallace,

88 Harcourt Street, 

Dublin 2.
19 October 2016

Dear Ms. McLoughlin,

I wish to apply for the traineeship programme within ByrneWallace. I believe that my professional experience and strong academic credentials are ideal for the position and will be an asset to the firm.

In June 2015, I completed the Graduate Diploma in Law in Bristol. I have continued my interest in law through work experience with the Smurfit Kappa Group legal team and as an intern at ByrneWallace. I also sat my first set of FE-1 examinations in October of this year. 
I was very pleased early in the year to be invited to return to ByrneWallace, both as an unofficial intern in the spring and during the internship programme. During my time in ByrneWallace I worked in the firm’s Health Services Department, assisted in an ongoing administrative project in the Commercial Litigation Department and worked in the Tax Department. My time with ByrneWallace has both confirmed my desire to pursue a legal career and having loved my time with you, I know this would be an ideal firm within which to do so.
Exploring and expanding my knowledge and skills is one of my greatest passions. I have been reading since the age of three, and throughout the years, I have developed a wide interest in reading and learning and making sure that I keep up to date with current and legal events by reading the news every morning, not just for my personal knowledge but so that I can better myself at work by being aware of the what is happening and to be in a stronger position be able to advise future clients.

I was awarded an MPhil in Classics by Trinity College Dublin, in the course of which I honed my skills in research, concise writing and analytical thinking. This has strengthened my ability to draft high quality documents while initiative and time management were also key to success given the extensive workload involved. I brought these skills to bear in the workplace during my internship, as I helped edit legal documents but I also was able to work with the team in order to get things done even under severe time pressure and getting the required work completed at a high standard. At Atlas Language School, I prepared students for the Cambridge Trinity English examinations. As the school had never offered this course before, my partner teacher and I had to quickly learn what was required of the students and from that create a syllabus.  I also learnt how to really focus and listen to the students’ needs. 
I am a driven, motivated professional with an excellent capacity to rise to new challenges. As I have worked for many years, I have developed vital skills that are essential in the legal services. I demonstrated exceptional interpersonal and management skills as a teacher, working with student groups, teachers and management. In particular, I achieved an effective balance between delivering objectives whilst remaining sensitive to both the needs of students and the employer.  This required not only confidence in the relevant knowledge and skills required to solve the students’ problems but also an ability to assure the students that I would get them to their required level of English. 

Throughout my internship, I not only did the work that a trainee would do but I was willing and able to help them out with whatever was required. I listened to instructions and was able to perform tasks in a professional manner. I was also able to take initiative when it was required in order to complete my tasks, such as follow-up telephone calls. 
From my diverse professional and academic career I have become both an adaptable team player and a confident leader. I have also applied successful project planning and delivery including event management through charity quiz nights in the Royal St. George Yacht Club in Dun Laoghaire. The RNLI quiz night is the largest fundraiser for the charity in the district and as such, is very important for community welfare as well as for the lifeboats personally. 
I believe that I will be a great addition to the team given the opportunity. Through being a teacher and my internship in ByrneWallace, I have a high level of professional conduct as well as the ability to understand the needs of both clients and my team. In academia, I also developed an aptitude for solving problems and my thesis was innovative in its field. 

Yours faithfully,

_________________

Sarah Mullen-Rackow 
