Your Street Address
City, State and Zip Code
Date
Mr./Ms.(Employer’s Name)
Title
Organization Name
Street Address
City, State and Zip Code
Dear Mr. / Ms. (Last Name):
Opening Paragraph:
Begin the letter with a short opening paragraph explaining why you are writing. It should be no longer than two or three sentences. The first paragraph tells the reader that how you heard about the position and why you are interested in the medical assistant position. Is it your liveliness level? Your likely aptitude to work with the public? Your attention to detail? Your wish to help others? These little brief statements set the primary phase for your cover letter.
Body:
The body or second/third paragraph(s) will sum up your work experience and some qualifications that would assist you working as an efficient medical assistant. A lack of experience as a medical assistant is not a serious issue. The U.S. Bureau of Labor Statistics confirms that the majority of medical assistants gets on-the-job training. Think of your most relevant skills, qualities and capabilities that match the requirements of the employer. Are you extremely detail-oriented? Do you have particular training or experience in customer service or secretarial work? Summarize this in few sentences.
Remember that this paragraph must spark the reader’s interest to learn more about you by seeing the attached resume. Do not replicate your entire resume or catalogue all of your work experiences. Be short and sum up key points and skills. You may not have hands-on experience as a medical assistant, but tell the recruiter why your knowledge, skills and abilities would make you a great contender of this job.
Closing:
Write a final paragraph in a few sentences to close the letter. This section should point out your interest in discussing the job in an interview. Endow with contact information where the reader can reach you to call you for an interview. Thanks the employer in advance.
 
Sincerely,
(Signature)
[Typed Name]
Enc.

