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Preface
Working for a judge is one of the best ways to enrich one’s legal education as a law student.  Not only are judicial externships well-regarded by practitioners in every practice area, but they provide a once-in-a lifetime opportunity to witness our judicial system in action and be mentored by one of the most talented legal professionals – a judge. 
The purpose of this handbook is to assist you in applying for a fall, spring or summer judicial externship.  While this handbook is fairly comprehensive, you are always encouraged to speak with a counselor in the Career Development Office (CDO) for guidance in the process.  A counselor can help you assess whether a judicial externship is right for you as well as help you create your application, formulate an application strategy, and prepare you for an interview.   
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Difference Between a Judicial Externship and a Judicial Clerkship

While you will frequently hear the terms “judicial externship” and “judicial clerkship” being used interchangeably, they are not interchangeable.  Please make sure you are clear about the difference before applying, as the application procedures vary greatly and you do not want to confuse the terms in your cover letters or interviews.

A.  Judicial Externship

1. Who Qualifies:  A judicial externship is an opportunity only available to law school students.  Accordingly, only the following individuals qualify:  

a) students who have just completed their 1L year (1L summer externship);
b) students who are in their second year (2L fall or spring externship);

c) students who have just completed their 2L year (2L summer externship); and
d) students who are in their third year (3L fall or spring externship).

Once you have graduated, you are no longer eligible for a judicial externship. 

2. Applications & Duration:  The duration of a judicial externship is only a few months and the application times depend on the period for which you are applying (summer, fall or spring).  If you wish to obtain unit credit, you must meet with Professor Laurie Serafino, Director of the Clinical Education Program.
3. Compensation:  Judicial externships are unpaid.  You may either work for free or attain academic credit for your work.
4. Job Functions:  Externs will perform many functions equivalent to those performed by the clerk, but they may report to the law clerk instead of directly to the judge.
B. Judicial Clerkship

1. Who Qualifies:  A judicial clerkship is an opportunity only available to law school graduates.  Accordingly, you would not be able to commence a judicial clerkship until after you graduate.
2. Applications & Duration:  Students interested in pursuing a judicial clerkship will need to begin the application process during their 2L year.  Clerkships can be permanent, but typically range between 1-2 years.
3. Compensation:  Judicial law clerks are paid and their salaries are set according to the salary ranges of the given state and judicial system.

4. Job functions:  A judicial law clerk’s job is to support the judge in whatever way he or she can.  This can range from managing and organizing the docket, reviewing all filings, researching the issues in each case and drafting bench memoranda recommending rulings to the judge, drafting orders, drafting opinions, researching articles to be authored by the judge, helping draft articles for the judge, and communicating with parties to cases, etc.
5. Please meet with Georgia Woodruff if you would like to learn more.
Why Extern for a Judge?

If you have no idea which practice area you would like to go into as an attorney, a judicial externship is often a good choice for your first work experience.  It exposes you to a variety of legal issues, legal writing styles and oral advocacy styles.  It does not flag you to a potential employer as being slated for a particular practice area and yet the experience you attain as a judicial extern is well respected by practitioners across the board.  It makes you desirable to firms and organizations as someone with an insider’s knowledge about a particular judge or judges in general.  It provides a relatively “sheltered” transition from the study of law to the practice of law since you will only have one (or two) boss(es) – the judge (and often the law clerk).
If you want to become a litigator, externing for a judge is one of the best training grounds for many of the reasons explained above.  You will learn what arguments work with judges and which ones don’t.  You will see what forms of oral advocacy are effective and which ones you should avoid (when you eventually appear in court).  You will learn how to research efficiently and craft concise arguments – these skills will not only help you in your future career as an attorney, but will also help you to write better for your law school exams and any journal you may join.  Finally, you will learn who the good attorneys are and aren’t which may help you in your permanent job search.
If you want to practice law in another geographic area, a judicial externship in that area can be the easiest way for you to develop necessary contacts.  It will also help demonstrate to potential future employers that you are committed to relocating to that geographic area.  Your judge may be well connected and may be able to serve as an invaluable resource for advice and as a reference.
If you want to practice corporate, banking, or debtor/creditor law, working for a bankruptcy judge can be invaluable for practicing in these areas.  You may learn about what happens when deals go bad so you can draft agreements that protect against possible pitfalls in bankruptcy.  You will be highly valued if you decide to practice debtor/creditor law as the bankruptcy community is tightly knit and inside knowledge of the judges is invaluable.  Working for a different type of judge is also good training since it enables you to hone your legal research and writing skills and law firms recognize the quality training externs receive.  You will be better prepared for your first law firm job, enabling you to make a better “first impression” as a summer associate/law clerk.

If you want to pursue a (post-graduate) judicial clerkship, a judicial externship is one of the best ways to get one.  Judges are often inclined to hire clerks from their extern pool.  Even if they do not pull from their extern pool, other judges are inclined to hire individuals that come highly recommended by another judge.  Your application may even gain more visibility because of a phone call from another judge giving him/her the heads-up that you are applying.   
What Does a Judicial Extern Do?

Judicial externs perform various functions for judges, and the scope of their duties varies from judge to judge.  Typically, however, judicial externs perform the following work:

1.
Conduct legal research on cases before the court; 
2.
Draft memoranda analyzing issues raised in the pending matters and recommending rulings;
3.
Assist with preparing orders, opinions, jury instructions and judgments;
4.
Observe trials, pretrial hearings and conferences, and discovery conferences;  

      and
5.
Discuss pending matters with the judge and his/her law clerks.
Application Timeline – Important Dates

When trying to decide when to pursue a judicial externship, it is helpful to know that fall and spring judicial externships, while competitive, tend to be less competitive than summer judicial externships.  The reason for this phenomenon is that during the fall and spring, the applicant pool decreases significantly since you will be competing mainly with students from local law schools.  Also, if you plan on participating in On Campus Interviews (OCI), it is incredibly useful to have a judicial externship lined up for the spring or fall so that you may include it on your resume (even if you have not yet commenced working there).  If you choose to pursue one during the fall, you must consider how that may impact your ability to interview during OCI and plan accordingly (i.e., part-time rather than full time).  

There are no formal deadlines for applying for a judicial externship.  There are, however, date ranges or “windows” during which you should strive to submit your applications.  Because externships (especially federal ones) are competitive and judges hire on a rolling basis, you should try to mail your applications as early in the appropriate window as possible.  Although these windows represent the optimum application periods, failure to apply during these windows (especially for fall and spring externships) does not necessarily preclude you from obtaining a judicial externship.   Applying after the window only means your opportunities will be diminished as more positions will have been filled.  
Please note that it is often advisable to stagger your applications in two week intervals so as to maximize your chances of securing an externship with a higher level or preferred judge (i.e., send out your applications to federal circuit judges, wait two weeks, then to federal district, then to federal magistrate and/or bankruptcy, then to state appellate, etc.).  This is especially the case when you are applying early on in the application window.  The reason for this strategy is that judges frequently expect candidates to accept offers on the spot, rather than allowing them to collect offers from different judges and make their decisions after weighing their options.  In fact, judges have been known to retract offers if they hear of students trying to “shop” around for a better offer or if a student does not accept the offer on the spot.  This unique situation is discussed in more detail under the section titled “Offers – Judges are Different from Firms.”   If you need assistance with your application strategy, please make an appointment to meet with a CDO counselor. 
The following is a list of relevant date ranges (“windows”) as well as some timing strategies (remember, these date ranges are not absolute, but rather highly suggested):
	Class Year
	Externship

Term
	Application Date Range
	Strategy

	1L
	Summer
	December 1 – early January
	Try to apply as close to December 1 as possible (without detracting from your preparation for finals).  
Some judges do not require grades when making a hiring decision.  So, if you feel there is a chance you will not perform as well as you would like, getting your applications in on December 1st may enable you to get an interview you might not have obtained otherwise.
Because many judges hire on a rolling basis, the early bird often gets the job – a job that may have gone to a more qualified candidate had that person applied earlier.  There may be openings after the window, but this is the prime application time.

	2L & 3L
	Fall
	mid February – mid April
	Again, the earlier the better.  Keep in mind, if you are planning to participate in OCI, obtaining these externships prior to OCI deadlines enables you to include them on your resume.

	2L & 3L
	Spring
	mid August – mid September
	Again, the earlier the better.  Keep in mind, if you are planning to participate in OCI, obtaining these externships prior to OCI deadlines enables you to include them on your resume.

	2L
	Summer
	end November – mid April
	If you really want a summer judicial externship, it is best to apply before December 1st, as that is the date 1Ls can begin applying.


Application Procedures

A. Mandatory Meeting if Seeking Academic Credit (Fall, Spring or Summer)

If you would like to receive academic credit for your externship, you need to meet with Professor Laurie Buchan Serafino, Director of the Clinical Education Program, prior to submitting your applications.  If you have already received credits for other experiences (especially if you are a 3L), you may also need to meet with Academic Dean Carol Chase to discuss whether you will have enough course credits to graduate on time and what classes you still need to take.
B. Selecting Judges
1. Meet with a CDO Counselor for Advice & Spreadsheets of Judge Contact Information

Before you select specific judges, you will want to meet with a CDO counselor to discuss your career objectives and to find out what types and levels of court are best for achieving those career objectives.
The CDO counselor will not only describe the differences between the courts, but will provide you with an excel spreadsheet of federal judges and/or an excel spreadsheet of state judges along with appropriate mail merge instructions to help you create mailing labels and properly address each cover letter.  You may also want to have the counselor review your resume, cover letter(s), and writing sample cover page at this meeting or at a subsequent meeting after you have discussed your application strategy.  You will need to meet with your LRW professor to perfect your writing sample.
2. Review Clinical Education Office Feedback Files and CDO Summer Feedback Forms
Another good resource for helping you decide which judges to apply to are the feedback forms housed in the Clinical Education Office (on the 3rd floor).  The Clinical Education Office collects feedback from students who externed for credit.  By reviewing these forms, you can see what your peers did for each judge, the extent of contact they had with their respective judges, and how they felt about the overall experience.  The CDO also contains summer feedback forms from students who externed for judges during the summer.  These forms are available for your review in the CDO office.
3. Research Online Profiles and Talk to Students and Alumni

By talking to alumni and students who previously externed or clerked for particular judges, you can get a good sense of what an externship with those judges would be like.  Similarly, by researching recent opinions and publications authored by the judges you might be able detect the ideology of those judges and on what types of cases they may work (i.e., if you are interested in intellectual property, some federal judges tend to get those cases).  Please refer to Section F(3) below for more tips on researching judges.

C. Application Materials
Each of your judicial externship applications should include the following in a large manila envelope:
1. Cover Letter

Cover letters should be printed on resume paper and you should follow the instructions for addressing your cover letter and envelopes contained in Appendix A.  As for the content of your cover letter to a judge, there are 2 schools of thought as to what to include.  
a. The Historical Approach:  Keep it error free and minimal (who you are, what you are applying for, what you are enclosing, why you want to extern, and special attributes like law review, class rank, moot court, and any publications).   
b. The New Trend:   There is a current trend by judges to view cover letters as additional writing samples.  Consequently, it has become increasingly important that your cover letter not only be free from errors, but distinguishes you from the pack (not a template letter that the CDO provides you as a sample).  Please see the sample framework in Appendix B for help in crafting a unique cover letter more reflective of what you have to offer a judge.
2. Resume

Resumes should be printed on resume paper.  Resumes for judges should be in the legal industry format recommended by the CDO.  One section that is very important to judges is the “Interests” section.  Judges like seeing who you are as a complete person, so you should include this section on your resume even if you ordinarily leave it off the “default” resume you use for other Symplicity employers.  There are other accomplishments that are good to highlight (i.e., high grades in LRW, public service, etc.) and you should meet with a CDO counselor to make sure your resume features them in the best possible manner.
3. Unofficial Law School Transcript 

You may print your unofficial transcript from your Wavenet account onto standard white printer paper.  Make sure you obtain an official copy from Records & Admissions prior to your interview, as the judge may ask for an official copy before extending an offer.
4. Writing Sample with Cover Page

Writing samples (including the cover page) should be printed on standard white printer paper.  They should be ideally between 8-10 pages (although it may be acceptable for it to be as short as 6 pages).  You may use something from your LRW class, another law school class, or a legal position you have held.  Judges like to see your analytical abilities.  Consequently, it is important that your writing sample have a strong analysis section where you apply case law to a set of facts.  For this reason, academic papers (including law review articles) are sometimes not the best choice.  You may discuss your choice with a CDO counselor or LRW professor if you are uncertain as to which writing sample to use.  You will need to meet with your LRW professor to perfect your writing sample.
It is very important to explain the context of the writing sample, to redact any confidential information, and to verify with your employer that it is okay to use (if you use one from legal employment).   Please see the sample cover page language in Appendix C for the proper format and suggested language.  The cover page should be made part of your writing sample and should be printed on standard white printer paper.
D. Applying for Los Angeles Superior Court Externships

The Los Angeles Superior Court differs from other courts in its application procedures.  Instead of applying to a particular judge, you apply to the court as a whole.  You should send your cover letter, resume, law school transcript, and writing sample (in blue book citation form) with cover page to the supervising research attorney for the courts.  She will then forward your application to the judges who are requesting externs.  Applications are sorted by practice area preference, so to the extent you know it, you should specify whether you would like to be assigned to a judge working in the civil, criminal, juvenile, family court or other divisions.  You should also specify whether you are looking for a full-time or part-time externship opportunity.
The Court prefers to receive applications by email which can be sent to extern@lasuperiorcourt.org  The cover letter should be typed into the body of the email, with the resume, transcript and writing sample as attachments to the email.   You can also mail a hard copy of your application materials.   Please address the correspondence to:
Ms. Nicole Heeseman

Managing Research Attorney

Los Angeles Superior Court

111 North Hill Street

Los Angeles, CA 90012

E. Applying for the California Court of Appeal Externships in Los Angeles

As with the Los Angeles Superior Court, the Externship Program for the Los Angeles justices of the California Court of Appeal is centralized.  Instead of applying to specific judges at the court, you should submit your cover letter, resume, law school transcript, and legal writing sample (in blue book citation form) with cover page to the Judicial Assistant for the Administrator of the Judicial Externship Program.  She will then circulate your application to the 28 justices for their consideration.  Accordingly, it is a good idea for you to read the student evaluations of these externships as you will have little control over which justice you are assigned.

To apply, please submit your application materials electronically to:

Ms. Patty Garcia, Judicial Assistant to Justice Laurence Rubin, at  patty.garcia@jud.ca.gov  
The Judicial Externship Program in the California Court of Appeal is an excellent opportunity for good training.  It includes a weekly seminar taught by justices, research attorneys and appellate practitioners, providing instruction on the role of intermediate appellate courts in the development of the law, the principal aspects of the appellate process, the influence of oral argument in reaching a decision, and the post-argument decision-making process.  You will also get to observe trial court proceedings and oral argument before the California Supreme Court.    
F. Interviewing 
Congratulations on securing an interview with a judge!  

1. Scheduling the Interview

Please note that interviewing with judges is very different than interviewing with any other organization.  This difference will be discussed in more detail later in this Handbook.  For now, just know that it is very possible you will be expected to accept a job offer on the spot after your interview (sometimes during the interview).   For this reason, you may want to attempt to plan your interviews in order of preference.  However, this also means that since judges may give out offers on the spot, the sooner you get in to interview, the less your chance that the offer will be given to someone else before you are scheduled to interview.  

When scheduling the interview, please make sure to ask either the administrative clerk or the law clerk about the courtroom number, where it is best to park, and if there are any additional specific instructions you should know about.  You should find out how far the parking facility is from the courthouse so you can allot enough time to walk from your car to the courthouse.

2. Notification of CDO
Please notify the CDO as soon as you have obtained each judicial externship interview.  The CDO may have information on a particular Judge’s interviewing techniques, preferences, or demeanor that can assist you in preparing for the interview.
3. How to Prepare

The first thing you should do is to research the judge.  To do this, you should consult the following resources:

a) See if the library has a judicial profile of your judge in the Daily Journal.  If so, make a copy and read it.  These profiles are typically only about California judges as this is a California publication.

b) For federal judges, consult the Almanac of the Federal Judiciary, which is available in the CDO, the library, and on Westlaw.  This two-volume publication contains federal judicial profiles including notable decisions and a summary of practitioners’ opinions of the judge.

c) Do a LexisNexis or Westlaw search with the judge’s name to see whether the judge has published any recent opinions, presided over any high-profile cases, has spoken on any interesting topics, written any articles, or anything else the newspapers have recently reported on the judge.  Ask the Westlaw or LexisNexis representative for instructions on how to conduct this search.
d) Conduct a general Yahoo or Google search for any recent news on the judge.

e) Talk to any students or professors who may be familiar with the judge.

Next, practice responses to the list of common judicial externship interview questions which are located in Appendix D of this Handbook.  You should also request a mock interview with a CDO counselor to ensure you present yourself effectively during an interview.
On the interview day, make sure you dress in a conservative suit, allow plenty of time to arrive at the chambers on time, and bring additional copies of your application materials along with your official transcript.  You should carry these items in a nice leather (or pleather) portfolio.  If you are wearing a skirt, make sure you wear nylons and bring an extra pair just in case you snag them.  Please note that you will often be required to remove your shoes to put them through security as you enter the courthouse. 
4. Description of Externship Interviews

Externship interviews vary greatly and are highly dependent upon the judge and his/her law clerk.  Typically, however, you will first interview with the law clerk and then with the judge.  Please be aware that the law clerk often plays a critical role in whether or not you receive an offer.  In fact, some judges delegate that decision entirely to their law clerk.  In that case, you will only be interviewed by the law clerk.  Keep in mind also, that your interactions with other members of the judge’s staff could play a key role.  Because the chambers are very small, it is important that all staff members get along well.  Consequently, it is important that you conduct yourself professionally and respectfully with each staff member.  Additionally, it is important that you are relaxed and congenial, as they will be gauging how well you will all get along under stressful conditions.  
G. Offers – Judges are Different From Firms
1. How Offers from Judges are Different –Accepting on the Spot 
Unlike a law firm or organization, judges frequently expect applicants to accept their offers on the spot (and sometimes extend an offer at the end of your interview).  Some judges will give you a short window of time, but this is rare.  The best approach is to view each externship as a good opportunity and be prepared to accept the first offer you receive.  However, if you feel strongly about deferring your response and have another interview scheduled with a judge you prefer, you could politely ask “May I give you an answer on [insert day that is within 2 days of the interview]?”, but be prepared to accept on the spot should the answer be no.  To avoid this predicament, it is best to arrange your interviews in order of preference.
Keep in mind that the judicial community is small.  News that you rejected an offer from one judge or refused to accept on the spot because you are more interested in another judge could travel fast.  Unlike an organization or law firm, your rejection or hesitancy may be taken personally – you are rejecting an individual, not an organization.  Furthermore, another problem with asking for an extension is that the judge may respond by retracting the offer.  It may be best not to take this risk and just accept your first offer on the spot.
2. Confirmation of Acceptance in Writing

Once you have accepted your offer (either in person at the interview or by telephone after the interview), you should send a letter restating your enthusiasm and letting the judge know your expected commencement date and schedule (i.e., if you indicated that you would only be able to work part-time, indicate the terms of that agreement).
If your offer is extended via letter or telephone message, make sure you respond right away via telephone and then follow up with the previously-mentioned confirmation letter.  Sample acceptance letters are contained in the CDO Student Handbook.
3. Contact Other Chambers to Withdraw Candidacy
If you have interviews pending with other chambers, make sure you call those chambers, thanking them and letting them know that you have accepted an offer with another judge and would like to withdraw your name from consideration.

4. Notification of Professor Serafino (Clinical Education Office)
If you are intend to receive academic credit for your externship, make sure that you provide Professor Laurie Serafino with the necessary evidence of your offer and acceptance.  Please check with the Clinical Education Office regarding those requirements.
5. Notification of CDO
Once you have finished interviewing and have attained a judicial externship, please notify Georgia Woodruff.  Please notify her of the following:
a) With which judges you interviewed;
b) Who extended you an offer; and
c) For whom and when you will be externing.
This notification enables the CDO to improve its counseling services with respect to the interviewing process and unique personalities of the judges.
Appendix A
Addressing Judges

FEDERAL COURTS

U.S. Supreme Court

	Addressee
	Envelope and Cover Letter Address
	Salutation



	
	
	

	The Chief Justice
	The Honorable (Full name)  

Chief Justice of the United States

The Supreme Court

1 First Street, N.E.

Washington, DC 20543


	Dear Chief Justice (last name):

	
	
	

	Associate Justice
	The Honorable (Full name)  

Associate Justice

The Supreme Court

1 First Street, N.E.

Washington, DC 20543
	Dear Justice (last name):


U.S. Court of Appeals

	Addressee
	Envelope and Cover Letter Address
	Salutation



	Chief Judge


	The Honorable (Full name)

Chief Judge

United States Court of Appeals for the (number-th) Circuit

Address


	Dear Judge (last name):

	Senior Judge
	The Honorable (Full name)

Senior Judge

United States Court of Appeals for the (number-th) Circuit

Address


	Dear Judge (last name):

	Judge
	The Honorable (Full name)

United States Court of Appeals for the (number-th) Circuit

Address


	Dear Judge (last name):


 U.S. District Court

	Addressee
	Envelope and Cover Letter Address
	Salutation



	Chief Judge


	The Honorable (Full name)

Chief Judge

United States District Court for the (District Name) 

Address


	Dear Judge (last name):

	Senior Judge
	The Honorable (Full name)

Senior Judge

United States District Court for the (District Name)

Address


	Dear Judge (last name):

	Judge
	The Honorable (Full name)

United States District Court for the (District Name)

Address


	Dear Judge (last name):


U.S. Magistrate
	Judge


	The Honorable (Full name)

United States Magistrate Judge

United States District Court for the (District Name)

Address


	Dear Judge (last name):

	Presiding Judge


	The Honorable (Full name)

Presiding Judge

(Name of Court)

Address


	Dear Judge (last name):


U.S. Bankruptcy

	Chief Judge
	Honorable (Full name)

Chief Judge

United States Bankruptcy Court for the (District Name)

Address


	Dear Judge (last name):

	Judge
	The Honorable (Full name)

Chief Judge

United States Bankruptcy Court for the (District Name)

Address


	Dear Judge (last name):


Other Federal Courts

	Addressee
	Envelope and Cover Letter Address
	Salutation



	Chief Judge


	The Honorable (Full name)

Chief Judge

(Name of Court) 

Address


	Dear Judge (last name):

	Senior Judge
	The Honorable (Full name)

Senior Judge

(Name of Court)

Address


	Dear Judge (last name):

	Judge
	The Honorable (Full name)

(Name of Court)

Address


	Dear Judge (last name):


STATE COURTS

State Supreme Court

	Addressee
	Envelope and Cover Letter Address
	Salutation



	Chief Justice


	The Honorable (Full name)

Chief Justice

(Name of State Supreme Court) 

Address


	Dear Chief Justice (last name):

	Justice
	The Honorable (Full name)

(Name of State Supreme Court) 

Address


	Dear Justice (last name):


Other State Courts

	Addressee
	Envelope and Cover Letter Address
	Salutation



	Chief Judge


	The Honorable (Full name)

(Title of Judge)

(Name of Court)

Address


	Dear Judge (last name):

	Presiding Judge

Judge


	The Honorable (Full name)

Presiding Judge

(Name of Court)

Address

The Honorable (Full name)

(Name of Court)

Address
	Dear Judge (last name):

Dear Judge (last name):


Appendix B

Framework for a Judicial Externship Cover Letter

JOHN SMITH
12345 Main Street ● Anytown, CA 90000 ● (310) 555-1212 ● johnsmith@hotmail.com

Date

The Honorable [first] [middle] [last], [suffix]
Title [only if it is a special title]
Court
Address

Address

Dear Judge [last name]:

Paragraph 1: Identify who you are and clearly state what you are applying for and when.  If you heard about the judge from someone potentially influential, you should indicate that here.  If the externship is out of state and you ultimately wish to relocate there, this is where you should indicate your geographic connection/intention.  Indicate what application materials you are including (resume, law school transcript, and a brief writing sample).  Here’s a basic example:

[I am a second year law student at Pepperdine University School of Law, and I am extremely interested in a judicial externship in your chambers for the summer of 2012.  I am enclosing my resume, transcript, and writing sample for your review.

Paragraph 2:  You can either combine this with paragraph 1 or designate its own paragraph.  This is where you indicate why you are interested in working for this particular judge or court.  You need to tailor this paragraph and do research on the court/judge so it is genuine.  Some reasons include the judge’s specific reputation, something you learned about the judge from a contact, the judge’s reputation for mentoring his/her externs, etc.  If you are talking about the court, then reasons could focus on your desired practice area and how you think this externship will prepare you, your dedication to public service and how you see those who work for the judiciary as performing an invaluable service to the community, how you want to gain exposure to many areas of the law, how you want to hone your research and writing skills, etc.
Paragraph 3:  This is the heart of your cover letter.  This is where you sell yourself and market your skills.  Focus on your strengths and highlight any skills or experiences (professional and/or academic) that make you unique.  You need to convince the judge that you will be a benefit to him/her.  You should, however, back up your assertions with facts.  Don’t just state that you are a hard worker or are detail-oriented.  You need to explain what in your experience/background gave you those skills.  Some skills/background to highlight can include:

1) Skills:

a. Strong legal research and writing skills

b. Incredible work ethic

c. Detail-oriented

d. Ability to work well under pressure/produce quality work under tight deadlines

e. Organized

f. Strong communication skills

g. Unique background pertinent to the position (i.e., bankruptcy, family law, mediation, etc.)
h. Personable/able to get along with a variety of individuals and work as part of a team.
2) Prior work experience (stressing what you learned from that experience).
3) Relevant coursework and/or exceptional grades/accomplishments (especially in LRW and Law Review).  

4) Other activities that indicate initiative or ability to multitask or ability to work well in a group, etc.  Any background that requires precision or attention to detail (i.e., accounting, engineering, finance, etc.).

Paragraph 4:  The closing paragraph is where you reiterate your interest in the position and ask for an interview.  You should also thank the judge for his/her time and consideration (i.e. I am very enthusiastic about the opportunity to extern in your chambers and would welcome the opportunity to discuss my candidacy with you in person.  Thank you for your time and consideration.  I look forward to hearing from you soon.)
Respectfully,

John Smith
Enclosures
**NOTE:  Make sure your cover letter does not exceed 1 page and remember that the language above is just a sample.  Make sure your cover letter suits your own style and uniquely presents you.
Appendix C

Sample Language for Writing Sample Cover Page

JANE DOE

Street ● City, State Zip ● Phone ● E-mail

WRITING SAMPLE

(Example of a work assignment as a writing sample)
The attached writing sample is a [memorandum/brief/draft order/etc.] that I drafted as an assignment when I was [a summer associate/a summer law clerk/an extern/an intern/law clerk] [at NAME OF FIRM/ORGANIZATION or to THE HONORABLE FULL NAME OF JUDGE].  The assignment was [explain what you were asked to do & any limitations].  I performed all of the research and [this work is entirely my own or this work has been edited by a partner/associate or the judge/clerk].  [All identifying facts and names have been redacted for confidentiality purposes.]  I am submitting the attached writing sample with the permission of [FIRM NAME/ORGANIZATION/JUDGE NAME]. 

Or …. (LRW assignment)

I drafted the attached writing sample as an assignment in my [first or second] semester Legal Research and Writing course.  The assignment required drafting [insert type of writing (i.e. an office memorandum, brief, etc.)] analyzing [explain what you were asked to do].  [I conducted all of the research necessary for the assignment or I was limited to the research provided by my professor].  By the assignment’s instructions, the [insert type of writing (i.e. office memorandum, etc.)] could not exceed [insert number] pages.

Or …. (LRW appellate brief – could be revised to use for Moot Court brief)

I drafted the attached writing sample as an assignment in my second semester Legal Research and Writing course.  The assignment required drafting an appellate brief with a partner analyzing [explain what you were asked to do].  I independently conducted all of the research pertaining to my section of the brief.  I have included [only those sections of the brief that I drafted exclusively or all sections of the brief.  I exclusively drafted parts __, __, and __ of the attached brief].  By the assignment’s instructions, the [insert type of writing (i.e. office memorandum, etc.)] could not exceed [insert number] pages.

Or …. (Journal note/comment)

The attached writing sample is an excerpt from my Law Review note.  For my note, I [explain what you addressed/analyzed].  [This work is entirely my own or This work has been edited by a member of the faculty/Law Review staff].  I have included sections __, __, and __ of my note, which address [insert what they address (i.e. the analytical portion of my note, etc.)].  In sections ___, __, and __, I [insert what you addressed in the sections that have been omitted].  [The full note has been selected for publication in [insert journal name and volume number].
Appendix D
Sample Interview Questions
Reminder: Be aware of any current events -- particularly news events with legal significance or an effect on the judiciary (i.e., the recent Supreme Court appointments, major cases in the relevant circuit) and be prepared to discuss them.  Be familiar with your writing sample.  

   Questions to get to know you:

1. What are your outside interests?  What do you like to do for fun?
2. Why did you go to law school?

3. Why did you go to Pepperdine?  How do you like it?  What do you like about it?

4. What is your favorite class in law school?  What do you think of [a specific class] or [a specific professor]?

5. How would you describe yourself?  What are your strengths/weaknesses?  Be prepared with 3 examples for each.  Weaknesses should be true but not fatal (i.e., do not say “I am very disorganized.”  However, “I am not comfortable with public speaking” may be acceptable) and it is often good to follow them up with the steps you have taken to overcome such weaknesses.
6. What are your career goals?  Where do you see yourself in [5, 10, 20] years?

7. Where do you want to practice after graduation?  What sort of practice area?

   Questions gauging your interest:

1. Tell me about yourself and about why you’re interested in this externship.
2. Why do you think you would thrive in this job?

3. General questions about your personal history/resume.

4. What are the particular aspects of an externship that you would value?

5. Why federal district court?  Why state superior court? Etc.
6. Why me?  What do you know about me? 
7. To which judges have you applied?

8. Why do you want to extern in this city? [for non-local jurisdictions]  

9. Do you plan to return to practice in this region after you graduate? [for non-local jurisdictions]
    Questions gauging your knowledge of & interest in the law/judicial system:

1. What do you know about this court/job? 
2. What recent decision of the Supreme Court [or this court] did you find most interesting? [Be prepared to talk in depth about this one]. 

    Questions gauging your ability to do the job and your work style:
      Research Skills:

1. What do you like most about legal research? Least?

2. How would you go about conducting wide-ranging legal research in an area that was unfamiliar to you? or How would you research an issue that was unfamiliar to you? [Walk the judge through the process].
3. Tell me about your research and writing proficiency.  What types of electronic research have you worked with? How did you do in your LRW class?

     Writing/Analytical Skills:

1. Describe your writing style.

2. Why do you think you would be able to write well about the subjects before this court?

3. What useful writing experience do you have?  Do you like to write?

4. What do you think would be the characteristics of a good bench memo? A good decision?

5. From your past experiences, describe your thinking in analyzing a case.  For example, how would you go about applying the law to the facts of a case in a judicious way? How would you weigh the competing arguments?
6. Why did you pick your particular note or paper/dissertation topic? 

7. What is the topic of your note or paper/dissertation?  Outline the argument for me.  Defend it.

8. What do you think of [hypothetical]?

     Work style & ability to interact with others:

1. How would you go about learning about the court/how to do the job?

2. Why do you think you would be a good extern?  Why should I hire you?

3. How did your education and/or work experience prepare you for this externship?

4. If I asked you to tell me the law, how confident would you be in your answer?

5. What do you believe is an extern’s role?
6. Do you prefer to work with others or independently?

7. How would you build good working relationships with other people here?

8. Describe a project or task you worked on as part of a team.  What was your role?  What challenges did you face?  What successes or failures were important to you in working with the other members of the team?

9. Describe how you handle projects or tasks requiring a high degree of accuracy and attention to detail.  Describe a project or task that required organizational skills.  How did you proceed?

10. Do you make decisions quickly or need time to research and reflect before coming to a conclusion?

11. Can you be objective about the law?

12. How would you handle a situation in which you and I disagreed about the proper resolution of an issue/case?

13. If we disagree about an issue, can you draft an opinion consistent with my view rather than your own?

14. What circumstances bring out the best in you? The worst?  [Provide a few examples].

Uncommon but possible questions:
1. What judges have you particularly admired because of style, substance, or ideology?
2. How can we improve the administration of justice?

3. How conversant are you with the significant current decisions of the Supreme Court of the United States?  
4. How important are the political views of a judge to you?
5. What do you think is the purpose of the federal judiciary?

6. What is your judicial philosophy?

A. Questions you may want to ask the judge:
Do not ask anything about the judge’s personal background or something you should already know or could have found out through research.  Beware of asking substantive legal questions – they may make the judge uncomfortable and may require you to know a lot about the issue.

1. Which of your recent opinions did you find most interesting?  Most challenging?
2. What aspect of judging do you like most?

3. Please describe your typical day.

4. How are assignments distributed to your externs?
5. Do externs most often communicate with you directly or through your clerk(s)?  Is that communication in writing, in person, or by e-mail?
6. Do you discuss cases and the law with your externs?

7. Do you keep in touch with your former clerks and externs?
8. Do you give speeches and write articles?  If yes, do your externs work on these tasks as well as their ordinary judicial extern duties?

9. If the judge is chief judge or has senior status, how does this affect the caseload and other responsibilities?

10. What is the most important quality you look for when selecting an extern?

B. Questions you may want to ask the law clerk:

1. How is a typical case handled from start to finish?

2. Please describe your typical day.

3. What is the best part of working for this judge?

4. What is your working style?  The judge’s?  With what type of person do you/the judge work best?

5. How extensively does the judge read/edit/rewrite externs’ opinions?

6. What is the judge’s style with respect to opinions (long, short, straightforward, etc.)?

7. Do the externs attend oral argument?

8. Does the judge require part- or full-time hours during the semester? summer?

9. Does the judge hold hearings on motions?  If so, does he/she want clerks and/or externs to write a bench memo or just prepare him/her for motions informally?

10. How quickly does the judge want motions ruled upon?

11. How often do the clerk/externs write bench memos?  Draft opinions?

12. Does the judge require clerks/externs to write in the judge’s style?  If so, how strictly?  What is that style?

When interviewed by clerks, do not ask questions that show a lack of interest in working (i.e. “Do you usually have weekends or evenings free?”).  If that impacts your decision, you may ask the following questions after you have received an offer (It is best not to ask them before you get an offer and you should be prepared to be gracious if they say late days and/or weekends): (1) What are normal work days/hours?  and/or (2) What is the judge’s policy concerning holidays and/or time off. 

