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Since publishing Working Assets in October 
2022 the resume format that career librarians 
use has changed. 
The information in the Resume chapter is up-to-
date. The sample resume used in that chapter 
does not reflect the format used today. 
The free update I’m giving you contains 
updated sample resumes with the new format, 
a sample cover letter, the cover letter guidelines 
reposted here, and a resume builder 
information checklist. 
In the coming years I expect to publish a 
second career book with new competitive 
strategies. 
The resumes here are not the resumes of real 
individuals. They reflect common employment 
scenarios of the clients I have worked with.  



Jada Nicole Smith 
Queens, NY (123) 456-7890 jadansmith@mail.com 
LinkedIn: www.linkedin.com/jadansmith 
 
 
 
Qualifications 
Eleven years of experience working as an ESOL teacher in public library 
and language school. Students consistently score higher in English language  
skills after testing. Fluent in English/Spanish. Conversational French and Italian. 
 
Work Experience 
 
ESOL Teacher, Queens Public Library, Queens, NY 
2018-present 

• Test students’ proficiency before and after class sessions. 
• 90 percent of students achieve higher comprehension levels. 
• Use fun verbal and written games and exercises to make learning fun. 
• Instruct students on spelling, grammar, and punctuation. 
• Host lunch at end of program where students bring in their food. 

ESOL Teacher, Berlitz School, New York, NY 
2013-2018 

• Taught students one-one-one at prestigious language school. 
• Developed rapport with students coming from all over the world. 
• Received consistent praise at evaluation time for my services. 

 

Education 
Syracuse University Syracuse, NY 
B.A. in English 
 
Credentials 
Certification in ESOL Instruction 
 
Languages 
Fluent in English Spanish Conversational French and Italian 
  



 

Nour Ali 
New York, NY (123) 456-7890 nourali@mail.com 
LinkedIn: www.linkedin.com/nourali 
 
 
Education 
 
Long Island University LIU CW Post, Long Island, NY 
M.S. in Library Science January 2025 
 
Co-chair, Student Association lecture series 

• Planned, invited guests for, and co-hosted lectures where library 
professionals talked to students about resume and career planning. 

Internship, New York Public Library, Bronx, NY 

• Created, planned, and hosted older adult health program on loneliness 
as part of coursework. 

• Shadowed librarians and clerks at reference desk to help patrons. 
• Assisted librarian with weeding and collection management. 

Work Experience 

Administrative Assistant, Parker Madison, New York, NY 
2012-present 

• Create Excel budget spreadsheets and expense reports. 
• Design PowerPoint presentations for the Account Executives. 
• Use CMS software to maintain client database. 
• Schedule travel and appointments for staff. 

Languages 

Fluent in English Arabic 

 
Computer Skills 

Collection HQ library collection maintenance database software 

Canva MS Office Suite Public Library online databases 

  



 
 
Garrett Knight 
Miami, FL (123) 456-7890 gknight@mail.com 
LinkedIn: www.linkedin.com/garrettknight 
 
Work Experience 
Biological Technician, Jahren Laboratory, Honolulu, HI 
2019-2024 

• Research team won award for new method to slow the effect of climate  
on native plants in Hawaii. 

• Developed new methodology used for gathering and comparing data. 
• Travel across America to work sites to collect samples and conduct testing. 
• Conduct experiments, take samples, and gather information about plants. 
• Prepare reports, graphs, and charts from test results. 

Research Assistant, Howard University, Washington, D.C. 
2015-2017 

• Awarded Student Scientific Achievement of the Year grant. 
• Tested data for evaluation by research specialists and recorded results. 
• Provided technical services and support for scientists. 
• Maintained detailed log of all work-related activities. 
• Used safety equipment and biological controls. 

 

Education 
University of Hawaii Hilo, HI 
Studying for: 
M.S. in Tropical Conservation Biology and Environmental Science 
 
Howard University Washington, D.C. 
B.S. in Biology GPA 3.94 
 

  



 
 
Meredith Henley 
Brooklyn, NY (123) 456-7890 mhenley@mail.com 
LinkedIn: www.linkedin.com/mhenley 
 
 
Education 
Baruch College City University of New York, New York, NY 

B.S. in Business Management expected in January 2025 

 
Experience 
Waitress, Salt & Sizzle, Brooklyn, NY 

2021-present 

• Create welcoming mood for customers at Coney Island hotspot. 

• Upsell drinks and appetizers and specialties of the day. 

• Act calm and composed with rude or demanding diners. 

• 20 percent increase in customers over three years. 

• Pay for schooling with earnings. 

 

Cashier, Cold Stone Creamery, Brooklyn, NY 

2017-2020 

• Served 700 customers per day during busy summer season. 

• Scooped 31 flavors for customers with a smile. 

• Gave out free samples of ice cream for tasting. 

 

 
  



 
 
Marisol Rivera 
Brooklyn, NY (123) 456-7890 mrivera@mail.com 
 
 
Experience 
Office Assistant, Harbor Insurance, New York, NY 

2013-2020 

• Self-taught on Photoshop to take on new sales booklets design function. 

• Created stunning marketing documents with Photoshop graphics for  

account executives to take on sales calls. 

• 20 percent increase in sales over three years. 

 

Office Manager, Harbor Title Company, Brooklyn, NY 

2009-2012 

• Processed 100+ accurate title verification requests daily. 

• Supervised staff of 2 employees and one remote worker. 

• Trained new clerks on the office procedures. 

 

Education 
Tottenville High School Staten Island, NY 

High School Diploma 

  



 
Henry Martin 
Staten Island, NY (123) 456-7890 hmartin@mail.com 
 
 
Volunteer Work 
Shelf Organizer, New York Public Library, Staten Island, NY 

2017-present 

• Shelve books, DVDs, and other items in right order. 

• Alphabetize DVDs by title so patrons can find easily. 

• Direct patrons to where items are on shelves. 

 

Work Experience 
Cashier, Wendy’s, Staten Island, NY 

2013-2015 

• Checked out 500+ customers with a smile daily. 

• Worked evenings, weekends, and holidays year-round. 

• Sales increased 10 percent in 6 months after promoting new  

food products that customers loved. 

 

Cashier, Duane Reade New York, NY 

2009-2013 

• Checked out 700+ customers every day in busy Times Square location. 

• Removed products from truck and shelved in store in early morning. 

 

Education 
Edward R. Murrow High School Brooklyn, NY 

High School Diploma 



 
Sample Cover Letter 

 

 

 

Dear Hiring Manager: 

I was interested in applying for the Adult Librarian position at the Bayview branch as I saw on 
your website the types of programs offered for customers there. 

The Bayview branch is in a neighborhood with an immigrant population. 

As I speak fluent Spanish I would fit in with the community. Perhaps I could host a bilingual 
writing workshop for adults. 

I have experience co-hosting a poetry reading for a non-profit that I’m a member of. 

In June 2024 I received a master’s in library science from Pratt Institute. 

I can be reached at (123) 456-7890. My email is jsciorra@mail.com. 

Thank you for reviewing my resume. 

All the best, 

Julia Sciorra 

 

  



 

Cover Letter Guidelines 
 
 

• First sentence of cover letter should be original and stand out. (Not: Attached 
please find my resume in response to your ad in…)  
 
• Dear Hiring Manager: is used. Not To Whom It May Concern or Dear Sir or 
Madam. Or you can use Dear Human Resources Professional:  
 
• Use the correct spelling of an actual person’s name and do use their name in the 
salutation if you know the name of the person you’re corresponding with, such as 
Dear Sheila Jones:  

 
• It’s competitive to lead with this kind of sentence: “I’m thrilled that your library 
circulation supervisor position appears to match my experience.” (Or whatever the 
position is that you’re applying for.)  

 
• In next sentence wow the reader with a specific example of how you can fill the 
need the employer has in their business. (You might be as direct as writing: Here’s 
three reasons I think I can fill your need: _________________)  

 
• Keep it to a few short paragraphs with short sentences with simple words.  

 
• Give specific details of how something you did on a job matches the employer’s 
requirements listed.  
 
Refrain from writing that: “I’m a creative analytical person.” Instead, you can give an 
example of how you used this trait like: “At my office job I printed short greetings on 
Post-it notes stuck on 8 ½ x 11” sheets of paper. Then I stuck the customized yellow 
stickers on each proposal’s cover page for a personal touch.”  

 
• Use impressive statistics, facts, figures, and where viable personal anecdotes to 
highlight your results. (Do this to position you as the best candidate.)  
 
• Research the company that posted the job listing. Go on their LinkedIn page and 
on their website to see their focus, mission, and new goals. Try to figure out their pain 
point. Talk in the cover letter about how you can help them solve this. You want to 
come across right from the start as initiative-taking and motivated to excel at this job. 

  
• Use the name of a referral wisely. (Not: Layla Foley recommended I contact you. 
Go right in and try Layla Foley recommended contacting you about how I could help 
you manage your membership database. We worked together at the American Heart 
Association where I merged two separate systems and deleted duplicate records.)  

 
• Close the cover letter as follows:  



 
I can be reached at (telephone number) and (e-mail) to schedule an interview. 
  
Thank you for taking the time to review my resume.  
 
All the best,  
 
Your name  

 

 

 
  



Resume Builder Information Checklist 

 

Company’s city and state location: 

Month/year hired and month/year you left the job: (List “Present” if still employed.) 

Your most recent title: 

Any prior positions with the company: 

Company annual sales (if public): $ 

Distinguishing characteristics of the company: 

Brief details of the scope of your responsibility in order of importance. 

List of your contributions to and accomplishments for the company specific to solving a 
problem, increasing profit, etc. Use CAR statements: what the Challenge was, the Action you 
took, and the Result. 

A. Your Prior Employer: 

List everything for this employer in terms of information as above. 

C., D., E. Your Other Employers: 

List everything for these employers in terms of information as above. 

Education: 

Name of institution, city, and state: 

Year started to year completed: 

Major: 

Was degree obtained? If so what kind? 

Relevant coursework if you’re a recent graduate: 

Second school/other schools: 

Information as above for second and other schools: 

Any seminars and their titles, dates, locations, and sponsoring organization: 

Credentials and licenses: 

Computer Skills: 

(List in detail specific skills—like pivot tables in Excel and mail merge in Word and what you 
did with these functions.) 

Awards, Honors, and dates received: 

Professional affiliations, community involvement: 



Volunteer work with specific duties: 

Publications, presentations, patents: 

Additional information: 

Interests/Hobbies related to job or impressive interests/hobbies: 

Languages: 

Fluent/business vocabulary, or conversational skills: 

Professional skills with specific examples of skills and how you used skills on the job or 
elsewhere: 

Endorsements: 

Special talents: 

 

 

 

 


