Library Assistant Cover Letter with No Experience
 
33 South Street
Sparta, IL 85441

October 26, 2016

Mr. Jaden Mc Naught
Hiring Manager
Costa Public Library
5258 W 4th Street
Sparta, IL 32012
 
Dear Mr. Mc Naught:

As a summer volunteer at the Sparta Public Library, I have gained exposure to the inner workings of how a largescale library works. This coupled with my interest in information, specifically books and periodicals, makes me an excellent contender to work as a library assistant at Costa Public Library. Having recently graduated from high school, I possess a fresh outlook on how clerical and administrative work needs to be managed, with special focus on gelling it with library resources.

During the 2 months that I spent as a library volunteer, I managed to reorganize the children’s books section, and also held 3 reading sessions with young adults. My knowledge of organizing library resources and assisting patrons with their research work is quite well-placed. As part of your library, you will find me to be immediately contributory and exceptionally organized.

If your schedule allows, I would like to meet with you in person and take this discussion forward. I will contact you on Monday to see if this is possible. Should you need to reach me, you can do so by calling at (000) 777-7777.
 
Sincerely,

(Signature)
Jasmine Dole
