21 Example Lane
Austin, TX 54474
March 13, 2016
Mr. John Doe,
Manager Personnel
St Louis Community Clinic
36 Example Street
Houston, TX 51177
 
Dear Mr. Doe:
I am very enthusiastic to apply for the position of Medical Receptionist at St Louis Community Clinic because I possess the exact skills and abilities which are mentioned in your job description. With my diploma in medical office management and three years’ hands-on experience as a receptionist with different medical facilities, I’d be able to contribute effectively to your bottom-line.
As noted on my resume, I possess extensive experience in working with busy medical environments having numerous phone lines and a large number of staff. My specific skills and expertise include; greeting patients, scheduling appointments using manual or computerized systems, making payment documents for services and directing patients to appropriate areas. In addition, I am Bilingual (English and Spanish) and have a demonstrated success in dealing with people of different backgrounds.
In addition to my extensive experience, I have strong communication, customer service and secretarial skills. Moreover, I am proficient in using various software programs such as Microsoft Office and QuickBooks. My enclosed resume contains more details about my qualifications and experience necessary for Medical Receptionist position at your facility.
As a reliable and experienced Medical Receptionist, I would welcome a chance to meet with you to discuss how my qualifications would be beneficial to St Louis Community Clinic. I can be reached at (000) 141-7478 in order to set up a meeting time that will best match your schedule. Additionally, I will contact you by phone next week to follow-up on my job application.
Thank you for your time and consideration.
 
Sincerely yours,
(Signature)
Sara Johnson
