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Applying
Introduction
Before beginning your job search, you will need to prepare a résumé, list of references, writing sample,
and transcript. For some jobs, you may be asked to submit letters of recommendation. You will use
those materials repeatedly throughout your search.
Each of these essential application materials—the résumé, cover letter, reference list, letters of
recommendation, writing sample, transcript, and other correspondence—are discussed in this chapter,
but before you begin making your résumé, you need to assess your skills and marketability.

Assessing Your Skills and Marketability
You know you have valuable experience and skills, but how can you communicate that to a legal
employer? One of the keys to drafting your résumé, writing a cover letter, and successfully navigating a
legal interview will be your ability to articulate the transferability of your skills and experiences and how
those skills and experiences match the need in a particular legal job. Even if you do not have legal
experience, you do have transferable skills that will be attractive to legal employers. Increasingly, legal
employers value the experience and professionalism that you have already gained.
In creating your resume or cover letter, it is important to use key words and phrases that will make these
transferable skills stand out to legal employers. The first step is to do a skills assessment, to identify all
the skills you have. Next, review the following list of general skills important to all lawyers. Finally, look
for the skills in your database that match as closely as possible the skills the legal employer is looking
for.

Transferable Skills: You already have a foundation for a legal job
Adapted from Jobs for Lawyers, by Mantis & Brady, Inpace Publications
Written Communication Skills
 Draft Correspondence
 Answering inquiries, initiating letters, soliciting business
 Technical writing, translating
 Objective Writing
 Reports, memoranda, proposals, contracts, handbooks, policies, notices, summaries, news
releases
 Reviewing, analyzing and cataloging documents, interpreting rules, regulations, statutes,
other technical information
 Persuasive
 Advocating position re: rules, regulations, statutes, company policies, political positions,
company actions, etc.
 Summarizing, interpreting, editing, creative/expository
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Verbal Communication Skills













Teaching
Training
Public speaking
Persuading/promoting/selling/soliciting
Explaining – especially complicated data in simple terms
Articulating
Social connections
Presenting, designing exhibits, making layouts
Interviewing
Public relations
Reception work, greeting, meeting
Events planning

Research Skills










Researching (databases, statutes, trends, etc.)
Planning particular investigations
Performing factual investigations
Requesting information
Knowledge & use of online research resources
Recording & locating data & information
Locating people, places, things
Planning research strategy
Comfort/experience with a variety of research techniques & tools

Interpersonal Skills, Written and Verbal









Listening
Advising/counseling
Handling & resolving complaints
Negotiating
Mediating
Group facilitating
Team work
Staff relations

Organizational Skills










Estimating
Prioritizing
Coordination/arrangement of events
Compiling/gathering data
Classifying/ordering information
Programming
Planning/scheduling
Record-keeping
Meeting deadlines
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 Business development – marketing plans, networking, advertising, public relations, planning
 Deal structuring
 Filing
Intellectual Skills









Analyzing (events, data, people)
Theorizing (drawing conclusions)
Comprehending highly technical materials
Predicting/forecasting trends
Experimenting
Assimilate new data quickly
Creating
Test scores, awards, significant quotas, goals met

Managerial Skills

















Supervising/leading
Organizing/coordinating
Motivating others
Initiating
Risk taking
Delegating
Exercising judgment
Responsibility
Decision-making
Policymaking
Decisions in pressure situations
Keep confidences
Manage complex tasks simultaneously
Strategy formation
Quality control
Performance reviews

Problem-Solving Skills










Examining
Reviewing
Assessing (performance of others, organizations, departments, etc.)
Evaluating (programs, services, people)
Trouble-shooting
Resolving conflicts
Mediating
Appraising (values, etc.)
Accounting
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Skills Particular to Lawyers
Adapted from Jobs for Lawyers
Substantive Legal Knowledge





Possess substantive knowledge of basic areas of law (e.g., employment, real estate, etc.)
Possess substantive knowledge of your particular area of expertise
Keep abreast of current developments in the law
Possess broad general knowledge of other areas of law in order to “red flag” issues and refer
cases to others possessing expertise

 Possess knowledge of court systems, court procedures, constitutional law, regulatory bodies &
regulations
Legal Research
 Perform research (case law, statutory and regulatory), in thorough, organized, competent
manner






Ability to spot key legal issues
Ability to plan research strategy
Knowledge of various secondary and primary research sources
Expertise with computerized and online research sources
Ability to take systematic, useful research notes

Factual Research
 Knowledge of, and ability to, plan fact investigations to obtain desired information
 Knowledge of, and ability to use, formal discovery devices including depositions, interrogatories,
and document requests (includes ability to know when to use them, how to analyze responses to
them, and how to summarize them)
 Knowledge of, and ability to use, other factual research and discovery devices, including online
resources
Legal Writing









Knowledge of basic citation form; knowledge of basic formats for briefs, pleadings, memoranda
Ability to plan and organize writing by outline, or in a coherent, logical and persuasive format
Ability to draft, redraft, and edit writing critically
Ability to accept correction and criticism of writing from others
Strong attention to detail, and strong proofreading skills
Able to express ideas, concepts and arguments in a succinct manner
Produce well-written, good quality legal documents
Use language clearly, precisely and concisely

Legal Analysis








Ability to analyze case law and apply it to client facts
Ability to analyze statute or regulation, legislative history and apply to client facts
Ability to analyze multiple cases and/or statutes, and draw distinctions, similarities between
Understand how to select legal rulings to apply or distinguish from client or opponent facts
Combine legal analysis with common sense and problem-solving abilities
Develop creative and/or alternative approaches to a wide range of problems
Develop appropriate strategy or strategies to serve client
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Advocacy
 Plan an effective trial strategy









Comfort with, and knowledge of, courtroom procedures and demeanor
Knowledge of evidence rules
Ability to argue skillfully in court; “think on your feet”
Negotiate disputes skillfully and effectively
Prepare witnesses for examination, depositions
Examine witnesses using rules of evidence effectively
Develop ability to determine credibility of witnesses, clients and testimony
Develop ability to determine efficacy of opposing arguments

Problem-Solving






Ability to spot issues within context of client narrative, written documents
Ability to ask questions to elicit information about problem
Advise clients regarding compliance with applicable laws and regulations
Help clients with strategic planning
Negotiate agreements and transactions

Client Relations








Interview client to get a root of issues, legal problems, build empathy
Conduct sessions that leave the client informed and reassured
Understand the client’s goals
Provide realistic assessments
Nurture and develop new client base
Keep client advised of progress, developments in, and status of, case
Prepare bills accurately reflecting accounted time

Targeting Employers and Marketing Your Transferable Skills
Once you have assessed how your skills and experiences match with what legal employers are seeking,
think about how you will market these skills.
Think about how your particular experience may match with a particular type of legal employer: by
practice area, type of employer (private firm, government, non-profit, corporate) and size of employer.
Do you have expertise that would make you an attractive candidate for a certain type of practice or
certain type of employer? See the attachments at the end of the Knowing the Legal Profession Chapter
for a list of practice areas. What areas of law interest you at this point and what skills/experience might
an employer in that area find appealing?
Seek out opportunities to interact with attorneys in this area of practice. Even if you are not currently
seeking law-related employment, it is a good idea to talk with attorneys to get their opinion on how you
can best market your skills and experience to their practice area. See the Chapter on Networking for
specific ideas on how to meet attorneys.
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Résumés
A résumé is a profile of personal, educational, and experiential qualifications for employment; a means
of communicating your most positive points; usually a prospective employer’s first means of introduction
to you; and an example of your work product. A résumé is not a detailed biography or a document for all
occasions; your résumé may change depending on the kind of position you are applying for and the way
you want to market yourself.
Although the selection of one kind of résumé format or type of layout over another should be determined
by your personal preference, it is important to use an existing format (or to design your own) with two
considerations in mind: (1) your market and (2) the best presentation of data for your purposes.
Before drafting your résumé, take some time and list all of the possible information that might be
included. Think in terms of education, work experience (paid or unpaid), volunteer and community
activities, interests, honors and awards, and special skills.
When deciding what to include in your résumé, put yourself in the employer’s shoes and think about the
qualifications and skills your prospective employer is looking for in a law clerk or attorney.
Most people will only need one version of their résumé. A few students may want to prepare different
résumés that emphasize different experiences and activities for different types of employers (e.g., private
law firm or public interest organization). Check with Career Services on the advisability and necessity of
having more than one version.

Types of Résumés
There are three types of résumés: Chronological, Functional, and Combination.
 A chronological résumé categorizes your information in chronological order, starting in each
category with the most recent event. It is the most common type of résumé, and the type preferred
by most legal employers.
 A functional résumé describes your abilities or competencies without regard to category of
experience or to chronology. Use the functional résumé only when you have real strength and
excellent experience in a certain area and only after conferring with Career Services.
 A combination résumé adopts the chronological approach for most of your information but includes
a functional-like description of your strongest points.
To determine which résumé type will present your credentials in the best possible light, it is important
that you evaluate your past work experience and education in order to present them in the format that
will support your present career goals.

The Look of Your Résumé
Most people will spend about 30 seconds reviewing résumés – those that look promising are set aside
for a closer look. A short, concise, easy to read resume stands a better chance of receiving this second
look. Have a friend scan your résumé for 30 seconds and ask her what salient facts stand out. It is
always a good idea to have another set of eyes review your résumé.
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Format
Various formats can be effectively used for your résumé. Before choosing your format, review the
samples included at the end of the chapter. Select a format that appeals to you, and modify it where
necessary to best display your skills, abilities, and accomplishments.
 Do not use an unusual format. The best way to stand out in the legal market is with a résumé that
uses a conservative format, which looks crisp and professional, and which reflects a thoughtful
presentation of qualifications and careful attention to detail.
 Use white space, headings, spacing, and indentation to guide the reader’s eye toward the most
pertinent information.
 Headings should be in small caps and/or boldfaced and may be centered or flush left.
 Be consistent in your format. Be sure that each section (e.g., Education) is presented in a format
that corresponds with every other section (e.g., Experience).
Length
 Keep to a one-page résumé. An exception may apply if law is your second career and you have a
great deal of relevant experience.
 If you do use a two-page résumé, put the important information on page one because page two may
not be read. Never use the back of the page – if the résumé is copied and distributed to hiring
committee members, the second page may be overlooked. Include your name and “Page 2” in the
upper left hand corner of the second sheet and staple the pages together. Two pages is a maximum.
Margins
A good rule of thumb is 1” margins on all four sides. Margins should be a minimum of .5” to .75” at the
top, .75” to 1” at the bottom, and .5” to .75” on the sides. The size of margin may depend on the type of
format used.
Font
Use a classic font style (Palatino, Century, Book Antiqua, or Garamond) that is easy to read (avoid
“Century Schoolbook,” as it frequently does not convert to PDF format accurately). Keep font size to 11
or 12-point type. Do not shrink font size to microscopic type in order to avoid editing your content. A
smaller font will make it much harder for your reader to scan your résumé for important information.
Size, color, and type of paper
Many legal employers still request application materials in hard copy, by mail. Résumés should always
be on 8-1/2” x 11” paper. Use white or cream-colored résumé paper, available at most office supply
stores or in Career Services at cost.
Style
 Be consistent in your use of abbreviations. Do not abbreviate words except degrees (J.D.), state
names (OR), and month names (Jan.)
 Do not use acronyms.
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 Avoid slash dates (e.g. 6/94).
 Do not use numbers, letters, or dashes to divide sections.
 Be consistent in your use of 1) hyphens or dashes, 2) tabs, spacing, and bullet points, and 3)
colons, commas, and semicolons.
 Do not capitalize nouns unless they are proper nouns, e.g., “legislature” and “equal protection”
are not capitalized, but the Oregon Legislature and the Equal Protection Clause are.

Sections of Your Résumé
Almost every résumé will include education and experience sections. Remaining sections are optional
and will depend on the individual’s situation. Some of the more common sections are discussed below.
Name and Address (Letterhead)
 Usually centered on three or four lines or at the top left of page. Name and address may appear on
one line across the top of the page if necessary for space.
 Include your name, current (i.e. local) address, telephone number (with area code) and email
address. You should use your @lclark.edu email address or another email address that is
professional. Make sure your voice mail has a professional sounding message.
 Your name should be in capital letters and/or bold and match your headings.
 Do not capitalize or bold your address or other contact information.
 Do not label you address/phone/or email “address” / “telephone”/ or “email” except you may
include and label your permanent address (in addition to your local address) if you are looking for a
job in or near the part of the country where your permanent address is located.
 Do not label your résumé “Résumé.”
Delete/ Omit Objective Statement
You should not include an objective statement in a legal résumé. These statements are not
recommended because: 1) they are self-evident; 2) they limit your résumé; and 3) they belong, in
different phraseology, in a cover letter.
Education:
 First major section in a résumé, with rare exceptions.
 List schools in reverse chronological order, with law school first.
 Include name of school, city, and state (even if self-evident), and when you expect to receive or
received your degree. Include the years you attended only if you did not receive a degree.
 You may want to include study abroad programs and study that is relevant even if it did not result in
a degree. It is not necessary to include every school you attended, e.g., you do not need to include the
three colleges you attended prior to the one where you received your degree.
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Think about the organization of your education section. How you organize the law school information
will determine how you arrange the information for undergraduate school.
Law School
 The name of your law school is “Lewis & Clark Law School” (not “Lewis and Clark Law School” or
“Northwestern School of Law of Lewis & Clark College”)
 Designate when you expect to receive your JD. Put “JD expected Month, Year” or “JD Candidate
Month, Year.” You can also include that you are a candidate for one of the Certificates. The use of
JD, J.D. or Juris Doctor (not “Juris Doctorate”) are all acceptable, but be consistent. If you use JD,
use BA; if you use Juris Doctor, use Bachelor of Arts.
 You do not need to include your dates of attendance or your status (e.g., “First Year Student”).
Evening students can include this designation in the law school section but it is not required.
 Class rank and/or class standing: Include if you are in the top third or above. For class standing
you can put 60/237 or top third; 58/237 and/or top 25% or top quarter.
 First-year students will not have a class rank until after spring semester grades are submitted. Do
not attempt to try to figure out your rank. The school will not confirm a GPA or rank unless it has
been officially released by the Registrar’s office.
 GPA: Because of rampant grade inflation, GPAs are not reliable indicators of a candidate’s strength,
especially at a school like Lewis & Clark. Therefore, we recommend listing class rank or standing
instead of, or in addition to, GPA on your résumé.
 Do not include your LSAT score unless specifically requested.
 Honors and activities related to law school are best included as a subsection under education. See
discussion below.
College and/or Graduate School(s)
 List graduate and undergraduate institutions and degrees separately. If you received two degrees
from one school, this can be combined to save space.
 Latin honors – such as cum laude or magna cum laude – should be in lowercase, italicized, and
listed after the degree, e.g., “B.A., cum laude, May 2009”.
 GPA or other honors designations can be included.
 A research project or thesis can be described if relevant.
 Include related honors and activities if you followed this format in the law school section.
High School
As a rule, you should not include high school information. Exceptions might be to show important
geographic ties to the area you are applying in or to show achievements such as valedictorian (if
graduation was not too long ago), but it is rarely appropriate. In any event, high school information
should be dropped after your first year of law school.
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Honors and Activities
 Honors and activities can be included under the school they relate to or in one or two separate major
section(s). Placement may depend on how much space you have or whether the honors and activities
are your major accomplishments. If so, you may want to create a separate category to lessen the
focus on any lack of experience. List honors first and then activities. Subheadings should be used to
separate honors and activities under each school or if one major heading is used. If space allows, list
one honor or activity per line for easier reading.
 Examples of law school honors include law review (cite case note, or list article or comment here, or
list under a publications heading), Moot Court, Scholar List, law school scholarship, membership in
honor societies, and elected officers in organizations. Names of law review or other journals should
be italicized.
 Describe honors if not self-explanatory.
 Law school and undergraduate activities are important. Include student organization memberships,
sports participation, debate teams, etc. Activities often show leadership, teamwork, and other
attributes valued by employers as well as being good conversation material for the interview.
 Honors and activities received outside the educational sphere should also be included in your
résumé and should be set off with a specific heading, unless they fit well under another heading. For
example, honors received in connection with a job can be included in an honors section or with
the job under the experience section. Community volunteer work could be included in a community
activities or experience section.
 One final note about activities: In some cases, you will need to give serious thought to whether or
not to include certain activities (e.g., involvement in a political organization or campaign, religious
activities, membership in a pro-choice or right-to-life group, etc.). These are not always easy
decisions and there are no right or wrong answers. When in doubt, talk to Career Services.
Inclusion or exclusion may depend on the type of prospective position or employer.
Experience
This section can be titled “Experience,” “Employment,” “Professional Experience” or any number of
other headings. However, the “Experience” heading may be preferable to “Employment” because it is an
all-inclusive heading that can include volunteer positions, externships, and even such things as a school
government position involving extensive responsibilities You can separate experience into different
groups such as “Legal Experience,” “Related Experience,” “Teaching Experience,” etc., but it is not
necessary to do so.
When preparing your “Experience” section(s), keep these things in mind:
 List all relevant experience in reverse chronological order.
 For each relevant experience listed, include: employer name, employer city and state, job title,
dates of employment, and description (optional with some positions). Do not include the
employer’s address or the name of a supervisor or reference in this section.
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 Lead off with the employer’s name or your position title, whichever is more impressive or likely to
catch the reader’s eye, and follow the same format for each position. Avoid starting with dates as
other information is more important to a potential legal employer and makes your résumé difficult
to read.
Position descriptions:
o

Descriptions should be short, to the point, and easy to read and understand.

o

For each experience listed, you may want to include a short statement about your
accomplishments, responsibilities, duties, etc. in that experience. List accomplishments, if
applicable, instead of just listing duties.

o

Describe current positions in present tense but describe achievements in current positions in
past tense. Use past tense to describe past positions.

o

Begin position descriptions with action verbs and use them liberally (see the list of active verbs
included in this chapter).

o

Avoid: 1) overly technical descriptions, 2) abbreviations (“memoranda” not “memos”), 3)
acronyms, 4) legalize (“utilized”), 5) person pronouns (“I” or “my”), and 6) introductory phrases
(“My duties included...” or “As the tax lien law clerk I....”)

 You may or may not want, or have room, to describe every job you have ever had. A summary
statement may work but be careful to avoid the appearance of time gaps. For part-time jobs during
school, try something like this: “Continually employed in a variety of jobs including ______ and
______ throughout graduate and undergraduate career to finance education.” Many employers are
impressed by someone who has worked his/her way through school and who knows how to deal
with all kinds of people in different situations. Therefore, list all those jobs you had during that
period, space permitting. A similar summary statement can be used to describe earlier positions
held after college but before your more recent positions (e.g., “Other employment includes...”).
No Personal Information
Personal information (age, sex, marital status, age of children, health, etc.) is not acceptable
information to include on a résumé).
Licenses/Credentials/Certificates
Make a separate section only if you have enough of these to warrant using the space. Examples are
CPA, Real Estate License, and Private Pilot’s License. Include date granted. Bar memberships can
eventually be included here.
Special Skills
This is a good place to indicate fluency in foreign languages, or relevant licenses or credentials.
Languages
Ability in one or more foreign languages (or sign language) can be highlighted with a separate section.
This is one time that a heading for one item is sufficient. Be sure to include your fluency level.
Fluent (bilingual): absolute ability, native tongue
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 Highly Proficient: 3-5 years usage in the country
 Proficient: 2 years at college level with high GPA plus overseas study; can interview in the language
 Working Knowledge: 2 years at college level without overseas study; write and speak the language
 Knowledge: 1 year college level; exposed to the language
Publications
Include all publications. If your list is extensive, you can attach a separate sheet or state that your list is
available upon request.
Interests
The “interests” section is optional: including it humanizes your résumé. Make it interesting (“classical
music” vs. “music,” “bungee jumping” vs. “sports”). Some students make the mistake of trying to be
humorous in their interests section. Others, knowingly or not, include interests that may be offensive to
some people. Be careful – “drinking beer” or “sunbathing” may not have the desired effect. “Reading
serial killer novels” may appeal to a public defender’s office but not to a conservative law firm. Interests
are often more unique and interesting if they can be phrased like accomplishments, e.g. “completed two
marathons” verses “running,” “hiked the Pacific Crest Trail” verses “hiking and the outdoors,” and
“visited 45 states and 6 foreign countries” verses simply “travel.” Keep in mind that if you list an
interest on your résumé, it is fair game to be discussed in an interview, and you should be prepared to
do so.
Military
You can first list the service with the inclusive dates and then list assignments in reverse chronological
order with date (year) off to the right. List medals in single line. Finish the entry with “Honorably
discharged as (rank).”
References
References are rarely included on a one-page résumé. If your résumé is the rare exception and more
than one page, you can include references on the second half of the second page.
Do not put “References Provided upon Request” at the bottom of your résumé. Employers know you
will supply them with references if asked, so do not take up valuable space to state the obvious.
Other Possible Headings
The headings suggested above are, with the exception of the basics (“Education” and “Experience”),
only suggestions. The headings you can use are limited only by your imagination and individual
history. Other possible headings include “Affiliations,” “Community Activities” or “Service,”
“Leadership”, “Volunteer Activities,” “Travel” and “Awards.”

Resume Do’s
 Be consistent in your format.
 Use an outline format rather than a narrative (avoid “I,” “me,” etc.).
 Keep to one page if possible.
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 Effectively use white space, headings, spacing, and indenting.
 Be concise and stress positive factors.
 Include all work experience (also volunteer experience).
 Include a current address, telephone number, and email address.
 Use the accurate name of schools; e.g., our law school is referred to as Lewis & Clark Law School
and no longer Northwestern School of Law of Lewis & Clark College
 Include date JD or LLM is expected: “JD expected (date)” or “JD Candidate (date)“, not “first year
or second year student”
 Describe honors if not self-explanatory.
 Provide brief descriptions of accomplishments and responsibilities for employment experiences,
using active verbs (if job title is not self-explanatory).
 Target/adapt your resume (or have two resumes) for different employers, i.e., corporate vs. public
interest practice.
 Have a friend who is familiar with your background proofread your resume before you print it. You
will often not see your own mistakes. Better yet, have CPDC review your resume. Be a good
attorney: take care to insure accuracy in all examples of your work product!
 Use a good quality, conservatively colored paper, and quality printing.
 Have a visually appealing resume with good margins.
 Be certain there are no grammatical, typographical, or spelling errors.
 Pick one kind of hyphen or dash and stick with it. Make sure you catch any inconsistencies when
proofreading.

Resume Do Not’s
 Do not include irrelevant information.
 Do not include salaries, reasons for leaving employment, address of employers (other than city and
state) or supervisor’s names.
 Do not use first person pronouns (I, me, and mine).
 Do not use poor quality printers or photocopies.
 Do not crowd information – if it must be two pages, put references on the second page.
 Do not go beyond two pages – it will not be read.
 Do not underline or indent excessively.
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 Do not title your document “RESUME.”
 Do not include personal information (age, sex, marital status, etc.).
 Do not misspell or misuse words.

References
A reference list is essential. When an employer requests “references”, it means a list of references, not
letters of reference or recommendation. References are typically set forth on a separate page. If you
use a two-page résumé, you can include your references at the end of your résumé. A sample list of
references is included at the end of this chapter.
 You must ask for, and receive, permission from your references to use their name before you give
your reference list to a prospective employer. Send a current copy of your résumé with a short
thank you note to each reference. It is to your advantage if your reference has a copy of your résumé
in front of him/her when someone calls to find out about you. As your circumstances change, keep
your references updated so they can make an informed recommendation. In addition, it is always
best to let them know ahead of time the type of job you are applying for so they can speak to your
specific qualifications for the job.
 List three or four references complete with name, title (if appropriate), business address, email
address, and phone number. You may also need to include a prior employer’s name to explain how
the reference knows you.
 In selecting references, be sure to choose people who will give you an excellent and knowledgeable
recommendation. Use prior and present employers, especially attorneys. Law school (and
undergraduate) professors who are very familiar with your work are also good. Use the faculty
member for whom you were a Research Assistant or worked on a project.
 Do not use family friends. If you must, designate as a personal reference.
 For first-year students, think in terms of whom you asked to write letters on your behalf when you
applied to law school: college professors, prior employers, etc. Another possibility is your legal
writing instructor – he or she probably knows you better than your other first-year professors do.
 Do not include the statement “References Provided upon Request” at the bottom of your resume.

Letters of Recommendation
On occasion, you may be asked to supply letters of recommendation. For example, most judges
typically request two or three letters of recommendation from students applying for judicial clerkships.
It is ideal that a letter of recommendation is individually addressed to the employer you are applying to,
rather than “To Whom It May Concern.” Letters should be as recent as possible; if you have a general
letter, you should ask the reference to update it each year.
A letter of recommendation should accomplish several purposes: it should describe how the writer
knows you and for how long; discuss your personal and professional attributes; comment on your past
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performance; and state the writer’s general level of recommendation. A sample letter of
recommendation format appears at the end of this chapter.

Writing Sample
A number of employers want writing samples included with other application materials. Many others
request them at or after an interview.
 Employers look for evidence of skill in legal research and analysis, and for clear, concise, coherent
writing.
 It should include some case and/or statutory citations.
 Your sample should be short (5-10 pages), your best work, your work alone, and a clean, neat copy
(not a red-marked copy).
 If sending materials to the employer by mail, print your writing sample single-sided (not double
sided), on regular paper.
 If the writing was done with others, your contributions should be clearly identified.
 You may use a law school paper or a work product from a law-related job, with permission from
your employer. Never leave in any identifying information from a pending case; demonstrate your
concern for client confidentiality by deleting names
 If you use an excerpt from a larger document, always use a cover page with a paragraph that orients
the reader; e.g., “This writing sample is from an appellate brief in a civil rights Section 1983 case;
this particular section discusses the applicability of qualified immunity.” If necessary, include a fact
portion. See the sample cover page at the end of this chapter.
First-year students almost always use a paper from their legal writing course. As you gain more
experience, you will have several examples to choose from and may want to target different samples for
different employers.
Occasionally an employer will accept non-legal examples of your writing but you should assume a legal
sample is required unless notified to the contrary.
Re-read your writing sample before your interview-you may be asked to discuss the subject matter.

Transcript
When an employer requests transcripts as part of an application packet, they are requesting your law
school transcript (unless otherwise specified). Unofficial transcripts are acceptable unless the employer
designates otherwise. For your law school transcript, you may order up to five copies of your transcript
free of charge by submitting a “Request for Transcript” to the Registrar’s Office by 5:00 pm on
Wednesday. You may pick up your transcripts any time after 1:00 pm on Thursday. Otherwise, there is
a $5 charge for transcripts ordered for immediate pick-up. It is advisable to order your transcript and
make several copies so you will have one when needed.
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Correspondence (Cover Letters, Thank You Letters, & Emails)
This section provides suggestions for writing cover letters and other correspondence.
In every letter and email you write, the approach you take and the language you use to state your interest
will likely determine your success in securing an interview, second interview, or offer. Your
correspondence should reflect a little of your personality while getting your message across clearly and
succinctly. Neatness, punctuation, and spelling should all be emphasized. An error of any kind, while it
may be small, can eliminate your chances, especially if your letter or email is the only indication an
employer has of your attention to detail, writing ability, and communication skills. Most employers
assume that the quality of your correspondence is a reflection of the quality of the work you will produce.
When drafting letters, it is best to use the same “letterhead” from your résumé. It will give your
materials a professional, consistent look and will ensure that the employer always has your phone and
email contact information.
When mailing application materials, your envelope should match your résumé and all cover letters and
any follow up correspondence should be printed on matching résumé paper.
Make sure you keep a record of all correspondence.

Cover Letters
A cover letter is often your first contact with a prospective employer, and it offers an excellent
opportunity to make a positive first impression. A personalized, well-written cover letter should
accompany each résumé you submit to a potential employer unless you are responding to a job posting
where the employer specifically did not request a cover letter. The purposes of a cover letter are to
introduce you and your unique qualifications and to establish the reason(s) you are applying for this
position with this particular employer. If you fail to establish a logical nexus between you and the
potential employer, your efforts will likely be in vain.
The correct approach is to send a tailored cover letter indicating your interest in the specific organization
and requesting an appointment to discuss employment opportunities as an associate (or clerk). This
cover letter must be an individually written letter, customized to each employer, if you want the
employer to think you are interested in that office specifically. Otherwise, they will assume you are
“mass mailing” and will most likely disregard your materials.
When drafting cover letters keep in mind:
 You should direct your letter to a specific person and not to a title or role (Do not write to “Dear
Hiring Attorney”). You will not always know the name of the most appropriate person. Ideally, you
will address the cover letter to the person who will be doing the interviewing (e.g., the hiring partner
or to the contact person listed on the job posting). Other options include the recruiting
administrator, law school alumni or someone with whom you have something in common
(undergraduate school, fraternal organization, etc.). If you do not know the name of the hiring
contact, look at the employer’s website or call and ask. In the salutation, address it “Dear Mr.
Lastname” or “Dear Ms. Lastname” (never Mrs.).
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 Occasionally you will respond to an advertisement that says the contact is the personnel
department, hiring committee, etc., without specifying a name. At other times, you may respond to
a blind ad. In these cases, you should respond as requested or address your letter to “To Whom it
May Concern.”
 The letter should be three to four paragraphs and no more than one page. Make sure you get to the
point. Introduce yourself as a _____ year student at Lewis & Clark Law School seeking a law clerk
(or attorney) position.
 State your interest in the particular type of work in which the employer is engaged. Try to establish
your enthusiasm for the job by highlighting the information in your résumé that shows a
demonstrated interest or qualification for the type of work – this could include previous volunteer
work or paid employment, or grades in particularly relevant classes. Mention any pertinent
information about yourself not available in your résumé (classes, why you came to law school,
connection to the area or employer). Because you are trying to convince the prospective employer
to consider your qualifications over those of other applicants, remember that you must always
establish a logical and reasonable connection between your skills and the employer’s work. Do not
simply restate the information on your résumé.
 Close your cover letter by stating your interest in, and availability for, an interview. If you are
applying for positions outside the Portland area and plan to visit the area, write to the prospective
employers well in advance of your trip to arrange for personal interviews while you are in town – it
is a great way to try to “leverage” an interview.
 Avoid attempts at humor in the cover letter – you rarely sound as funny on paper as you think you
do.
 If you are looking for a job outside the Portland area, use your cover letter to convince the reader of
your intention to relocate to, and interest in, the area.
The following format is an outline of a cover letter. First-year students can emphasize the skills and
experiences that contributed to their decision to go to law school or their admission to law school.
Another approach is to emphasize that the practical experience of working in a law office/agency is
invaluable to your total legal education and that you are eager to work hard for the employer. Sample
cover letters are included at the end of this chapter.
First Paragraph
Introduce yourself and explain why you are contacting this employer.
 If you are writing at the suggestion of a friend, professor, or business acquaintance, indicate that he
or she recommended that you write.
 If you happen to meet an attorney and s/he gave you his/her card, re-introduce yourself, and
refresh his/her memory as to the circumstances of your meeting.
 If you are writing to alumni, indicate whoever suggested you write, or if no one, why you are writing
this particular alum.
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Sample Sentences for Introductory Paragraph
 I am interested in participating in ABC’s Summer Associate Program during the summer of
2017. (Use only if firm has an established Summer Associate Program.)






I am applying for a position as a ______________.
My primary areas of interest are ________and _________law.
Professor X/John Doe (of the ABC organization) suggested I contact you.
We met recently at the XYZ Conference (describe how).
I am a ______ year law student at Lewis & Clark Law School and am very interested in a
clerkship with your office for the summer of 2017.

 My interest in energy law has prompted me to contact you as I understand from Professor X that
ABC firm specializes in this area.
 I am an experienced investigative journalist in my first-year of law school at Lewis & Clark Law
School and am interested in a position as a summer intern in your office (letter to Reporters
Committee for Freedom of the Press).
Second Paragraph
Express your interest: Indicate why you are interested in working this job for this employer;
demonstrate you have researched the employer and that you are interested in the areas of law or type of
practice they engage in. You want to convey that you are eager to work in their area of law or with their
client base or with them specifically. With public sector employers, this is where you want to be sure to
show your passion for the work and connect with their mission
Third Paragraph
Establish your value (why should they hire you?): Emphasize experiences and/or achievements that
make you a candidate they will want to interview. Amplify (not regurgitate) what is on your resume.
Supplement your resume with information relevant to this employer and the position.
Note: The order of the second and third paragraphs can be inverted or you can combine your interest
in the position and value to the potential employer in one paragraph.
Sample Sentences for your third paragraph.
 Before law school, I worked as _________.

.

 The position you describe would enable me to use my background in ____________ to help your
clients.
 My work before coming to law school exposed me to _________.
 I developed strong research and writing skills at (college) (describe how).
 As a (title of job prior to law school), I acquired (describe skills).
 As President of _______ in college, I gained skills in _______.
 My experience working over the last year for __________ has strengthened my interest in
___________.
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Closing Paragraph
Assert your method of follow-up: Let them know you will be calling in a couple of weeks to set up an
interview or that you will be in their geographic area on a particular date and that you will call them to
arrange for an interview at that time. Indicate that you are willing to meet them at their convenience or
suggest a time yourself by explaining briefly your schedule and/or where and when you can be reached
(including your phone number).
Sample Sentences for a Closing paragraph
 I would appreciate the opportunity to meet with you to discuss my qualifications. I will call your
office next week to discuss arranging an interview [when I am in (city) the week of (date)].
 I sincerely appreciate you taking the time to review my qualifications. I (would be pleased) (look
forward to the opportunity) to discuss my qualifications with you.
 Thank you for your attention to my application. My contact information is listed above, and I look
forward to hearing from you.
 I would very much like to learn more about XYZ’s program and hope to have the opportunity to
discuss my participation with you in the near future. Thank you for your consideration of this
matter / my application / the enclosed résumé.
 I can be contacted at the above address and look forward to hearing from you soon/at your earliest
convenience/in the near future.
 I will contact you (next week/on Tuesday/ the beginning of next month) to arrange a time when we
might discuss openings in your office.
 I will be in (city/state) during the winter break from December 23 to January 10 and would like the
opportunity to meet with you. I will call your office next week to arrange an interview.

Personal Statements
Many scholarship and fellowship applications ask for a “Personal Statement,” in addition to or instead
of a cover letter. These documents usually call for more personalized information about how you meet
the criteria for the fellowship and how the fellowship will help you in achieving your career goals. The
following are tips for drafting a personal statement.
 A good starting place might be the personal statement you drafted and submitted when you applied
for law school.
 Most personal statements list the criteria they want you to address in the statement. Always read
the directions for the specific fellowship or scholarship and provide information and examples to
address each of the criteria.
 The format of a personal statement is more narrative than a cover letter. Unless you must be
anonymous, (as with a PILP application) print your personal statement using your personal
“letterhead” information at the top, with “Personal Statement” centered at the top of the page.
Single-space the paragraphs and print the statement on résumé paper to match your résumé.
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 As with a cover letter, you must make the connection between what you have done and how it is
relevant to the employer.
 Although this is a personal statement, do not make it too personal – remember these people may be
your future co-workers. If you have questions about what is appropriate to include in the statement,
talk to Career Services.
 As with your other application materials, you are encouraged to have your personal statement
reviewed by one of the Career Services counselors.
A sample of a personal statement is included at the end of this chapter.

Follow-Up and Other Communication
Follow-up correspondence may be required for a number of reasons: to supply additional information
such as a writing sample, to update your information, or simply to reiterate your continued interest in
the position.
When you apply, there is no guarantee that you will get a response. Students often ask whether it is
appropriate to follow up with an employer, after the initial application. It depends on if, and how, the
position was advertised, and whether the ad said “no phone calls.” Obviously, if you are responding to a
job posting that says “No Phone Calls Please,” do not call. When you are contacting an employer who did
not post a specified deadline, after a week to ten days, you should follow up your letter and résumé with a
phone call to see if your application materials were received, and when you can expect a
response. This gives you the initiative, and you do not wait around for a phone call. If an employer’s
deadline has passed and ten days go by without hearing from the employer, it is okay to call as indicated
above. One caveat: Do not call employers who are collecting résumés through the on campus
recruitment process.
A follow-up email reiterating your interest or describing a change in your circumstances may also be
appropriate.
When dealing with professionals, you should be professional in all your contacts. Consider that you will
likely have contact with these same people again during your career. This holds true whether
communicating with attorneys, legal secretaries, and receptionists alike.
Email
An email should be just as professional, carefully written, and proofread as any other written
correspondence. The above guidelines also apply to email, do not “pester” an employer, and always be
professional. If the employer contacts you by email, it is a good indication that you can use that method
of correspondence with that employer.
Make sure that your email account name conveys a professional image. It is recommended that you use
your @lclark.edu email account on your résumé and for job-related correspondence.
Avoid using emoticons such as “:-)”, acronyms, or ALL CAPS. Do not send anything via email that you
would not otherwise send to the employer via regular mail.
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Although most communication can be done by email, especially if the employer has contacted you via
email, it is still recommended that you send a hard copy thank you letter following an interview (either
handwritten or typed on résumé paper).
Thank You Letters
In all cases, remember to send a personal thank you letter for an interview, preferably within 24 hours of
your interview. You should usually send a letter to each individual that interviewed you. If you had a
half-day (or more) of interviews with a number of people, it can be sufficient to send one or two thank
you letters to the hiring partner, members of the hiring committee, and/or the attorney that arranged
the interviews, etc.
The thank you letter should be personal to the employer and the person you are writing. Do not send
the same thank you to everyone.
To be on the safe side, the thank you letter should be a typed, business letter format on the same quality
paper as your cover letter. Another option is to handwrite your thank you on a professional looking
note card. In any event, a thank you letter/note must be completely error free. You do not want to
remove yourself from consideration because of a carelessly drafted thank you correspondence.
Maintaining contacts in the community is very important. If you feel positive about the interview and
they are not hiring at this time, you may suggest they keep you in mind for future employment. Clearly
state that it would be acceptable to you if they were to pass your name and/or résumé on to a colleague
who may have an opening. Sample thank you letters are included in the Attachments at the end of this
chapter.

Conclusion
Your goal is for your application materials to result in an interview, which in turn can lead to a job offer.
Every correspondence you send a prospective employer must be perfect. Take advantage of the resources
available in Career Services, including workshops and review of your materials. Give yourself the best
shot.
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Attachments
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Action Verbs
For résumé and cover letter preparation
accelerated
accomplished
achieved
acquired
act activated
adapted
added
adjusted
administered
admitted
advised
advocated
aided
allocated
analyzed
answered
anticipated
appeared
applied
appointed
appraised
approved
arbitrated
argued
arranged
assembled
assessed
assigned
assimilated
assisted
assumed
attained
audited
augmented
authored
authorized
awarded
began
bolstered
bought
briefed
brought
budgeted
built
calculated
cancelled
catalogued
caught
caused
chaired
changed
charted
checked
chose
clarified
classified
closed
coached
collected
combined
commented
communicated

compared
compiled
completed
conceived
conceptualized
concluded
conducted
conserved
considered
consolidated
constructed
consulted
continued
contracted
contributed
controlled
converted
convinced
coordinated
corrected
correlated
correspond
counseled
created
credited
critiqued
dealt debated
decided
defended
defined
delegated
delivered
demonstrated
deposed
described
designed
detailed
determined
developed
devised
diagnosed
directed
discovered
dispensed
disposed
distributed
documented
doubled
drafted
earned
edited
effected
eliminated
enacted
enlarged
ensured
established
estimated
evaluated
examined
excelled
executed
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exercised
expanded
expedited
experienced
explained
explored
expressed
extended
facilitated
filed
financed
focused
follow-up
forecast
formed
formulated
fostered
found
founded
furnished
gained
gathered
gave
generated
granted
guided
halved
handled
headed
highlighted
identified
implemented
improved
included
incorporated
increased
influenced
informed
initiated
inspected
installed
instituted
instructed
integrated
interfaced
interpreted
interrogated
interviewed
introduced
invented
investigated
involved
joined
justified
kept
keynoted
launched
lectured

led
leveraged
licensed
lobbied
located
maintained
managed
marketed
mediated
modified
monitored
named
negotiated
notified
obtained
officiated
opened
operated
ordered
organized
originated
oversaw
participated
perceived
performed
persuaded
pinpointed
pioneer
planned
prepared
prescribed
presented
processed
procured
produced
programmed
prohibited
projected
promoted
proofed
proposed
prosecuted
proved
provided
published
purchased
pursued
qualified
queried
questioned
ranked
rated
received
recommended
recorded
reduced
referred
reinforced
reorganized

replied
reported
represented
requested
required
researched
resolved
responded
responsible for
restored
revamped
reviewed
revised
scheduled
screened
searched
secured
selected
served
set
set up
simplified
solved
specialized
specified
spoke
started
strategized
streamlined
strengthened
structured
studied
submitted
succeeded
suggested
summarized
supervised
supplied
supported
surveyed
syndicated
tailored
targeted
taught
tested
took
toured
trained
transferred
transformed
translated
traveled
unified
updated
used
verified
won
worked
wrote
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