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To Whom It May Concern,


I am a 2022 Bachelor of Business and Bachelor of Law graduate from the University of Tasmania, majoring in Management. In October 2022, I successfully completed the Graduate Diploma in Legal Practice (PLT) with the College of Law in Victoria, Australia.   I plan to be admitted as a solicitor to the Supreme Court of Tasmania this year. In May 2023, I commenced a Masters in Applied Law, with the College of Law. 

Having the opportunity to work in a government organisation is of special significance to me.   From my research, I am conscious of the organisation’s emphasis on providing bodies with professional and tailored advice that puts them in the best position possible.   This philosophy resonates with me as it engenders skill and commitment to ethical behaviour and exceptional service to multiple clients. It would allow me to apply the communication, teamwork and problem-solving skills that I have developed through both my studies, employment and work experience, to the government industry.                              

I have obtained employment at both the State, Federal and Legislative Parliamentary elections, which does resonate with my studies in the Public and Administrative units.   I have worked with the Senior Operations Team to prepare material for the upcoming elections. During this experience, I have learnt about parliament and its people as well as the regulation of government agencies at both state and federal levels.   I also had the opportunity to develop my communication skills, in written and oral forms, by liaising with people from range of backgrounds and positions.   

Being elected as the first year international sub-committee leader with The Tasmanian University Law Society (TULS) provided me with the opportunity to develop strong leadership skills and build relationships with fellow law students.     

I have previously worked at Angela Sdrinis Legal.   I  acted as a judicial assistant and completed duties related to sexual and institutional abuse, work cover and public liability.   I completed case and file notes and was introduced to legal software, including eBrief Ready.   This has developed my legal research, drafting and communication skills. 

In August 2022 I completed an eight-week clinical work experience module with the College of Law in Victoria, Australia.  This module covered Consumer Law issues which required me to plan interviews; observe client interviews; prepare file notes; plan and participate in a negotiation and analyse a disciplinary matter including the best practice in a lawyer and client relationship.   I also liaised with a practitioner mentor to provide a number of written reports.     

I have also completed fourteen virtual work experience modules, namely: Digital Law and Financial Services Regulations and Global Litigation with Herbert Smith Freehills; Employment Law with Marrickville Legal Centre; Human Rights and Family Law with Leo Cussan; Commercial Transactions with Allens; Alternative Dispute Resolution with Careers in Arbitration and Intellectual Property with White & Case Mergers, Intellectual Property and Competition with Ashurst UK, Acquisitions and Mergers with Latham and Watkins; Building your Personal Brand with Ashurst UK, Commercial Law with Linklators and Climate Change with Clifford Chance.   

In February 2023, I became an ambassador with the College of Law in Victoria, Australia. In this role, I have had the opportunity to communicate with students and organisation about my experience learning at this organisation.   

In April 2023, I commenced a paralegal position with Levy & W in Sydney, New South Wales, Australia.   They are a Commercial Law firm with specialisation in Corporate Legal Projects and Consumer Law, Privacy Law, Data, Confidentiality and issues associated with emerging Digital Technologies. The firm places an emphasis on clients working within the building, architecture and beauty industries. Tasks that I have been delegated include: drafting contracts, agreements for business clients and amending legal documents such as copyright notices, web site privacy policies, job briefs and design proposal agreements.             

In April 2023, I commenced a paralegal position with D Legal in Melbourne, Victoria, Australia.   Tasks that I have been delegated include: preparing and drafting Court submissions on Migration matters that appear before the Administrative Appeals Tribunal (AAT) and conducting legal research on jurisdictional unreasonableness, jurisdictional error, judicial review and incorporated associations. Attending client conferences. Interpreting case law, letters, laws and legislation.    
 
In February 2024, I commenced a Contracts and Administration Clerk position at Wise Move Conveyancing in Hobart, Tasmania, Australia. Tasks that I have been delegated include: working with the sale of property contracts; purchaser and vendor; interpreting clauses and provisions; completing instruction sheets; managing files start to finish; filing physical files; negotiating with vendor and purchaser solicitors; completing transfer of TasWater forms between Seller and Purchaser; completing VOI and associated certifications and providing instructions to clients; witnessing clients fill in contracts; proficiency in legal software, including Leap Conveyancing; effectively communicating with clients and junior and senior staff via electronic formats, including telephone, email and face-to-face; creating letters and emails to clients, law firms and real estate agents; attending settlements; general administration work: answering phone calls, scanning paperwork, printing and diary management; and being responsible for the management and administration of contracts, as well as the process by which they are created and agreed.   

I have demonstrated strong legal and research skills throughout my undergraduate degree. I have undertaken numerous subjects where I have had an opportunity to research a number of matters which ranged from researching for essay topics through to researching legislation and information for letters of advice to propose clients. I have also had experience working in a law firm where I was required to conduct legal research.      

I feel that the work completed to date has contributed to my strong communication skills as evidenced in the unit ‘Communication for Business Professionals’ where I achieved near perfect scores. Also, successfully completing Mooting as a final year unit in my law degree and completing mooting in Administrative and Constitutional law helped to enhance my communication skills. I have strong written communication skills as evidenced throughout my undergraduate degree. I have successfully completed core introductory, intermediate and advanced units that have allowed me to display my written skills to my highest potential.        

Having studied a Business Management major with my Law degree, I have had the opportunity to provide high-level case management and administrative support. Along with this, I have set high 
standards of practice by demonstrating a high commitment to detail. I have also studied manifold cases and written detailed file notes for every one of them.  

I have good organisational skills as evidenced by completing all assessments on time and setting weekly planners for myself that have always been adhered to.   

I often find it easier to review and teach myself new skills after initially being introduced to the material by a more senior personnel. I have had manifold experienced working with basic software systems including Excel and Microsoft Work, Microsoft PowerPoint and legal software including eBrief Ready.    

Throughout my studies I have worked with varied individuals from diverse cultures. I have been provided the opportunity to adapt to changing situations in order to successfully liaise with these individuals and prioritise work collectively as a team. This can be a challenging exercise given language barriers. 

I find it easy to adapt to new systems and technology. I have worked with having IT proficiency for some time and I am always enthused to learn from new systems and improve on my current state of proficiency. I have had experience other legislation, as I undertook my PLT course in a different jurisdiction to my principal Law degree.

To support my application, I have included a copy of my Resumé. I trust that I have the
potential to be a valuable colleague of team, and would welcome the opportunity to discuss my application in further detail at an interview. Thank you for taking the time to review my application.      
              
Yours sincerely         
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