
Sample Advertisement for a Law Firm Employee 
 
Overview of template:  
 
When you are looking for the next rock-star employee for your law 
firm, you must have a properly worded advertisement that spurs 
excitement about the position, generates curiosity and interest in 
your firm, and provides clear instructions on how to apply, and the 
consequences if the candidate does not follow your instructions.  
Here is a sample advertisement.   
 

*IMPORTANT*  
Do not copy this template word for word. We’ve provided this as 
an example so you can use the ideas and flow, but in your own 
words.  
 
 
Small [your town/city] law firm offers a golden opportunity for personal growth 
and development that places the utmost value on YOU. 
 
Are you a motivated self-starter looking for a tremendous opportunity to grow 
professionally and be appreciated for the work you do?  We are a small law firm in [your 
town/city] that is looking for a smart, motivated individual to assist us with client 
relations, marketing, and assisting an entrepreneurial-minded attorney.  The sky is the 
limit on what you could accomplish for your professional career by working with us. 
 
We place the utmost value on you – because you are what makes our law firm tick.  
Without you, we have no business, and could not continue to provide exceptional value 
and service to our clients. 
 
We pride ourselves in staying on the cutting edge of legal services.  We are a mac-
based law firm that runs a paperless office and maintains communication with clients 
through online client portals.   
 
We offer fully paid health insurance for spouse and family, generous compensation and 
merit bonuses, and three weeks of paid vacation, in addition to training and education in 
personal development and growth (including training through Dale Carnegie). 
 



We are looking for the best and the brightest.  If you are interested in applying, you must 
submit the following materials, via FEDERAL EXPRESS, to our address at [insert 
address]. 
 

1. A cover letter including the subject line: “Why I am the Perfect Candidate to Be 
your Next [insert position name]” 

 
2. A resume 

 
3. A list of the names and addresses of 3 references (we will not contact them 

without obtaining your express permission first) 
 
PLEASE NOTE:  We will NOT accept phone calls, walk-ins, or email inquiries about this 
position.  In the event that you disregard these rules or do not follow these instructions 
to the “T”, you will be disqualified from further consideration. 
 
 
 


