
Request for Library Assistant Job 

Description 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Recipient Name] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

Subject: Request for Job Description for Library Assistant 

Position 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to kindly request the job description for the 

Library Assistant position at [Library Name]. I am very interested in this opportunity and would 

like to understand the specific responsibilities and qualifications required for the role. 

Having a comprehensive understanding of the job description will enable me to tailor my 

application effectively and demonstrate how my skills and experiences align with the needs of 

your library. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


