Cover Letter

Your Name
Your Address
City, State, Zip
Email Address
Phone Number
Date

Hiring Manager's Name
Library Name

Library Address

City, State, Zip

Dear Hiring Manager's Name,

| am writing to express my interest in the Library Assistant position at [Library Name] as
advertised on [where you found the job listing]. With a passion for literature and a commitment
to providing exceptional customer service, | believe | would be a valuable addition to your team.

In my previous role at [Previous Job/Library], | developed strong organizational and
communication skills while assisting patrons with their inquiries and managing the circulation
desk. I am well-versed in cataloging and maintaining library materials, ensuring they are
accessible to all users. My experience with [specific library software or systems] would allow me
to seamlessly integrate into your operations.

| am particularly impressed by [specific program, event, or value of the library], and | would
love the opportunity to contribute to such initiatives while fostering a love for reading and
learning within the community.

Thank you for considering my application. I look forward to the possibility of discussing how |
can support the excellent work being done at [Library Name].

Sincerely,
Your Name



