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RE: Summer Vacation Scheme 

 

Dear Sir/Madam, 

 

I am writing to apply for the summer vacation scheme at Cleary Gottlieb’s Hong Kong office. 

My CV is attached to this letter. 

 

I want to work at Cleary Gottlieb because it is a watchword for collegiality, collaboration, 

teamwork and, above all, excellence. These qualities resonate strongly with me. This is a firm 

in which I hope to progress in my career and advance within the law. As one of the first US 

firms to establish offices outside of the US, Cleary anticipated the move towards globalised 

law firms and one-stop services for clients. My study of international politics has highlighted 

the impacts of globalisation and I am strongly attracted to a firm such as yours, which is keenly 

aware of these issues. 

 

I have completed the Graduate Diploma in Law and prior to that, attained First Class Honours 

at University College London. I believe that I have the essential qualities required of a good 

lawyer – I am intelligent, curious, possess good analytical skills and am keen to learn. As my 

CV reflects, I have acquired voluntary legal experience at HSBC Bank where I handled cases 

with fee earners. I also gained insightful legal experience at Lambert Mason & Swinton and 

worked on a voluntary basis as a Legal Advisor at my university.  

 

I see the practice of law as partly being about one’s ability to relate to people and forge effective 

relationships. My involvement on the university sports team highlights the value that I place 

on collaboration, teamwork and collegiality as well as my abilities as an effective team player.  

The experience taught me a great deal about myself and about the role of leaders in teams. I 

look forward to applying the skills that I have acquired in a career at Cleary, which places great 

emphasis on teamwork and collaboration. I hope to prove a good fit for the firm and await your 

favourable response. 

 

 

Yours sincerely, 

 

Laura Bogden 

KY
Note
Don't just state the outcome. Provide illustrations. Did you lead your team to victory in a particular competition, how did you do it?

KY
Note
Don't just state your experiences and skills. Provide details of what you actually did, use it to demonstrate a particular attribute that you possess. For example:

"I work well in a team and under time pressure. In (insert date), I successfully managed a team of 35 volunteers, which helped to build homes for refugees in collaboration with the UNHCR. "

To really impress the recruiter, you should link the attribute that you have to what the firm is looking for, like so:

"My abilities will be crucial given Cleary's small teams and often time-sensitive deals, like Greece`s $206bn debt restructuring."

There is no need to list out every job experience. Each experience should be demonstrate one particular attribute (e.g being hardworking, proactive etc). If two job experiences are very similar, you may be better off just writing about one.

KY
Note
In a cover letter, even the small details count. Cleary is a US firm, so the US notation is preferred: use MM-DD-YYYY instead of DD-MM-YYYY.

KY
Note
Dear Laura, well done on coming up with the first draft for your cover letter. That's already a huge step towards the final goal!

In addition to the general principles outlined in the earlier pages, we've given you some specific comments on your cover letter below.

KY
Note
One very important question to always bear in mind: 

Is your cover letter tailored to the firm you are applying to?

Try substituting the name of the firm with another firm. Does the entire sentence or paragraph read just as smoothly? If so, your points may be too generic. 

The reader will not get the impression that you specifically want to apply to Cleary.

Citing specific deals that the firm has advised is a great way to customise your cover letter. More importantly, explain why those deals interest you:

"For example, in the 4.2bn acquisition of Tesco's Homeplus business, Cleary advised MBK Partners  for 4.2bn. I was intrigued by how the deal required careful consideration of the impact of Brexit on Tesco (a British firm) as well as legislation like Korea's Distribution Industry Development Act. "

KY
Underline

KY
Note
This sentence is too cumbersome and may cause the reader to lose focus. Try breaking it up. Shorter phrases help to make your cover letter punchy and accessible.

KY
Note
How do you know what Cleary places emphasis on? 

You can make your cover letter sound more personal/emotive by adding in anecdotes. Of course, only do this if you can back up your statements.

For example:

"I had the opportunity to meet with Michael Gerstenzang in London who told me about how the lock-up system promotes a collegial atmosphere. I believe I will thrive in such an environment."


KY
Underline

KY
Note
This does not cut much ice. Every applicant can say that.

What is it about Cleary that makes it different from other firms?

Use concrete examples to demonstrate your point:

"I had the chance to meet Andrew Shutter at UCL's law fair and he shared how Cleary adopts a non-departmental, multi-specialist approach. For me, this opportunity to handle transactions across multiple practice areas is really challenging and exciting".



GLOSSARY OF TERMS

Acquisition Finance A means by which a buyer finances an acquisition. Often involves 

loans by banks

B&F Banking & Finance

Bonds A form of debt financing (raising money by borrowing). The main 

difference between a bond and a bank loan is this: bonds are 

generally tradeable (you can sell off your bonds on a bond 

market) but loans aren’t. 

Capital Markets Figuratively speaking, a market where companies go to raise 

funds (capital). Capital Markets can be broadly divided into equity 

(think IPOs, stocks) and debt (think bonds) capital markets.

Chinese SOE Chinese State Owned Entity

CSRC China Securities Regulatory Commission

DD Due Diligence

The process of checking a company (through records filed with 

the relevant company registries, the company’s statutory books, 

financial statements and documents showing its litigation history 

and so on). One of the aims is to ascertain the economic viability 
of a company. 

HKEx Hong Kong Stock Exchange

HMRC HM Revenue and Customs

IPO Initial Public Offering

A company issues shares to the public in exchange for money. In 

the process, it lists on a stock exchange. 

LSE London Stock Exchange

M&A Mergers & Acquisitions

NDRC The Chinese National Development and Reform Commission

PESTLEB A useful cognitive tool that helps you generate possible risks 

factors that a company faces for a particular transaction.

Prospectus Key document in an IPO

SAFE The Chinese State Administration of Foreign Exchange

SASAC The Chinese State-owned Assets Supervision and 

Administration Commission

SPA Share Purchase Agreement

The key legal document in an M&A which contains important 

clauses stipulating items such as the purchase price, warranties 

and restrictive covenants to be given.


