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Template 5 of 6: Special Collections / Archives 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 [Position Title] at [Institution Name] caught my attention because of your [specific collection, digitization project, or archival initiative mentioned on their website]. With [X] years of archival and special collections experience, including [specific achievement, e.g., processing a 200-linear-foot manuscript collection and creating a DACS-compliant finding aid], I bring the skills your team needs.
At [Current or Most Recent Institution], I [describe a key responsibility, e.g., managed access services for a rare books collection with over 15,000 volumes and assisted researchers from 12 countries in a single year]. I have experience with [archival management systems, e.g., ArchivesSpace or Archivists' Toolkit] and follow [professional standards, e.g., DACS, EAD, or Dublin Core] for description and arrangement. I also [describe a related responsibility, e.g., contributed to a grant-funded digitization project that produced 5,000 high-resolution scans now accessible through a public online portal].
I am drawn to [Institution Name]'s commitment to [specific priority, e.g., making primary sources accessible to diverse researchers or digitizing underrepresented community collections]. [Add one to two sentences connecting your values or past work to this commitment.]
I would welcome the chance to discuss how my archival background and research support experience can advance [Institution Name]'s special collections goals. Thank you for your consideration.
Sincerely,


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