Assistant Librarian Cover Letter
Mark Havens
2564 Post Farm Road
Atlanta, GA 30342
(444)-537-2013
[email]
Oct 11, 2010

Ms. Patricia Lofton
Appomattox Regional Library
4538 Douglas Dairy Road
Gate City, VA 24251

Dear Ms. Lofton,

I am writing this letter in response to the Assistant Librarian that was recently posted by your library. I feel that my skills with people and with the equipment that is used daily in a library would be an asset to Appomattox Regional Library.

To summarize the values that I can bring to Appomattox Regional Library:
•I have over 5 years experience working in a library setting and have fulfilled every aspect of this position with my previous employers.
•Know every aspect of this position including checking and out books, restocking shelves and sending out letters when books are overdue.
•Am good with patrons and can answer questions regarding reference materials and best seller lists.

I feel that working in a library requires team work and this is one of my strongest points and something I would bring to Appomattox Regional Library. Longevity and strong interpersonal relationships at work is something that I feel is one of the most important aspects of this position.

I would feel it would be in both of our interests to sit down and discuss further my background and history in order to illustrate how I would be a benefit to Appomattox Regional Library. I can be reached at (444)-537-2013 or by email [email]

Sincerely,

Your Signature

Mark Havens
