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Cathleen Ash

2601 School Street

Oakland, CA 94602

www.highschoollibrarian.com
Date, 2006

Company:  A person’s name

Address

City, State  ZIP

Re:  Title of the Position

Dear Person’s Name:

It’s 5:00 a.m. as I write this, and already I’ve commuted to the coffee shop near my library office to avoid traffic, get work done before the library opens, and apply myself to any articles, reviews or other pieces of thought-provoking materials I’ve come across recently.  This typical start to a daily routine began while I was a student at San Jose State University, completing a Master’s in Information Library Science, and working full-time at a high school library. It continues because the ideal time of contemplation, reflection and innovation begins slightly predawn for me.   Luckily, these qualities continue throughout the day as I apply myself to serving over seven hundred students and teachers in a library that houses a collection of 10,000 books and 36 computers and has only one other employee. (Please note: network troubleshooting and computer repair never begins before noon and/or two cups of coffee!).

By noon of any given day, I’ve already taught or booktalked with four or five classes, answered e-mails, prepared articles for the parent newsletter, reviewed department print needs for the upcoming book order, or worked with my colleague (a library technician) to review the current in-house projects. Most recently, we completed a major weeding project that brought the age of our overall collection up drastically. The event was well-publicized and students were offered first choice for the discarded books.  In addition, we continue to update MARC records (subject and genre most specifically), replace spine labels with more readable and dewey-appropriate labels, and arrange club after-school activities and library sponsorship with the clubs on campus.

All of these tasks have provided me with skills needed to succeed in today’s library environment: an ability to organize, multi-task, focus, collaborate, and connect with the patrons in the library.  

Without challenge, we can never excel. Your library is a unique and challenging environment, where I could apply my skills and grow and learn as I served and met the needs of the position, the staff, and the patrons at your library.

Sincerely,

     Cathy

Cathleen Ash

Library Media Teacher

