Library Assistant Cover Letter Example
 

11 West Street, #41-A
Wentzville, MO 69987

October 26, 2016

Dr. Sara Jones
Senior Vice Principal
Wentzville R-IV School District
90 Some Street
Wentzville, MO 62471

 

Dear Dr. Jones:

My extensive experience working in dynamic library environment coupled with my sociable demeanor and exceptional and customer service skills makes me a perfect candidate for Library Assistant position at Wentzville R-IV School District. Utilizing my expertise, I can contribute positively as a member of your library staff.

In keeping with the requirements stated in your job description, following is a brief overview of my core competencies:

❖ Demonstrated ability to perform the computerized, manual, and clerical duties necessary to execute the operations of the library.

❖ Able to carry out all functions linked to members and flow of library material by means of automated systems.

❖Highly skilled in issuing new library cards, checking-in and checking-out library materials, assisting students with self and automatic check-in/out, and updating the patron database.

❖ Competent at preparing flow reports, assisting readers with locating library materials, and shelving books.

Furthermore, I possess excellent communication and interpersonal skills which will help me assist students effectively. I am well-versed in using different kinds of office equipment including computers, photocopiers, cash registers, self-check machines, assisting devices, and relevant automated tools.

As an enthusiastic Library Assistant, I look forward to speaking with you personally about my talents and skills in library assistance. Please review my resume and contact me at your earliest convenience to set up an interview.

Thank you for your time and consideration.

 

Sincerely,

(Signature)
Emily Davis

