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Template 1 of 6: Public Librarian Cover Letter
[Date]
[Hiring Manager Name]
[Title, Department]
[Library / School / Institution Name]
[Street Address, City, State, ZIP]
Dear [Hiring Manager Name or Hiring Committee],
The [Job Title] position at [Library Name] stands out because of your commitment to [specific program or community initiative from their website]. With [X] years of public library experience, including [specific achievement, e.g., developing an adult literacy program serving 300+ patrons annually], I am ready to contribute directly to your team.
In my current role at [Current Library Name], I [describe a key responsibility with an active verb, e.g., managed the reference desk and handled 50+ patron inquiries daily]. I also [describe a second responsibility, e.g., developed a six-month digital literacy workshop series for seniors with a 90 percent retention rate]. My experience with [library software, e.g., Sierra, Koha, or Polaris] allows me to support both patron services and catalog operations without a learning curve.
[Library Name]'s focus on [specific goal such as: expanding bilingual programming or reaching underserved neighborhoods] aligns with work I completed at [Previous Institution]. [Add one to two sentences connecting your experience to their stated priorities.]
I would welcome the opportunity to discuss how my background in [two to three skills, e.g., community outreach, reference services, and collection development] can support [Library Name]'s goals. Thank you for your time. I look forward to speaking with you.
Sincerely,


[Your Full Name]
[Enclosures: Resume, References available upon request]
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