

 

Heather Carr

529 Briarwood Court, Tampa, FL 33603 ● 813-245-7986 ● heather.carr@mac.xxx
Jan. 16, 2016
LeRoy Jackson
Citi

3800 Citibank Center

Tampa, FL 33610

RE: Senior Administrative Paralegal, Requisition ID: 15037256

Dear Mr. Jackson:

I am writing to express my interest in the Senior Administrative Paralegal at Citi. I have more than eight years of progressive administrative experience, including more than four years within a legal setting, so I believe I am the perfect candidate for this position.

In my most recent position, I provided legal administrative assistance to three attorneys by preparing and reviewing correspondence, reports, corporate board resolutions and vendor contracts. I also used LexisNexis to perform legal research and analysis and Ariba to manage contracts. Prior to that, I supported a corporate legal department by managing their filing system, creating presentations, coordinating meetings and travel, and organizing calendars for the legal team.

In addition to my hands-on experience, I am a certified Microsoft Office Specialist and have advanced level proficiency with Microsoft Office Word, Excel, Access and PowerPoint. I also hold a Certificate in Paralegal Studies, in which I learned more in-depth information about legal research and writing. 
I pride myself on my ability to take initiative in all aspects of my work. I am a team player who can simultaneously handle multiple projects. In addition, I am able to learn new software programs and processes with ease.
I recently relocated to Tampa, and I am excited about this opportunity. Please feel free to contact me at 813-245-7986 or via email at heather.carr@mac.xxx if you have any questions about my qualifications. Thank you in advance for your consideration. I look forward to joining Citi.

Sincerely,

Heather Carr


