
Professional Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Library or Organization Name] 

[Library Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to express my interest in library assistant opportunities at [Library or Organization 

Name]. With a strong passion for literature and community service, I am eager to contribute to 

your team and support patrons in their information and research needs. 

As a recent graduate in [Your Degree] from [Your University], I have developed strong 

organizational and customer service skills. My volunteer experience at [Previous 

Library/Organization Name] provided me with hands-on knowledge in library operations and 

patron assistance. I am adept at cataloging, managing circulation, and facilitating programming 

events. 

I am particularly drawn to [Library or Organization Name] because of [specific reason related to 

the library/organization]. I am enthusiastic about the opportunity to promote literacy and foster a 

love for reading within the community. 

I have attached my resume for your review and would appreciate the opportunity to discuss how 

my background and skills align with the needs of your team. Thank you for considering my 

application. I look forward to the possibility of contributing to your esteemed library. 

Sincerely, 

[Your Name] 


