Jennifer Gentry
100 Broadway Lane
New Parkland, CA 91010
Cell:(555)987-1234
example-email@example.com
Dear Ms. Beaulieu,
I am deeply interested in your vacant Medical Administrative Assistant position, as advertised in the local newspaper. An experienced administrative assistant, I would bring a capable, organized and flexible skill to Liberty Hospital's busy oncology ward.
In my role as a medical administrative assistant for Seacrest Medical Group's oncology/hematology department, I handle all department correspondence, schedule meetings, coordinate travel, manage calendars for procedure rooms, process purchase orders and provide reception services. Adept at problem-solving, I possess strong interpersonal, computer and communication skills. Having worked in a multi-specialty medical group for seven years, I am also well-versed in medical terminology, HIPAA regulations and insurance company requirements.
My unique combination of experience, knowledge and skill is well-suited to your hospital's plans to expand into a new wing. Two years ago, I worked with my department's administrator to coordinate a well-planned and executed move to a larger facility without any interruption to patients and with no loss of data, equipment, paperwork nor productivity. I am certain that I can bring that same level of organization and focus to Liberty Hospital.
Your hospital requires a flexible, coordinated, meticulous medical administrative assistant, and I am that candidate. I am eager to speak with you further about my qualifications, and I am available at your convenience.
Best regards,
Jennifer Gentry
