Sample Medical Administrative Assistant Cover Letter
From:
Roger Alpha
LLC, 8032 Nancy Ridge Drive,
Los Angeles, CA
Phone: 904-103-0921
E-mail:roger.alpha@gmail.com

Date:
To:
Terrence Williams
043, Poplar Chase Lane,
Emeryville, CA-90432
Phone: 903-203-2012
E-mail:Terrence.williams@gmail.com

Dear Mr. Williams,

With reference to your advertisement in "Emeryville Daily", dated December 28, 2011, I am applying for the position of a medical administrative assistant in your hospital. I have gone through the job profile advertised in the newspaper and I have found that based on my huge experience and pertinent skills, I will best suit the position.

Starting with Milton Hospital, Fresno, CA, I have worked in various roles and got exposure to many complex situations. In the beginning of my career as a medical administrative assistant, I have handled many important responsibilities such as planning and scheduling the meeting between doctors and patients, negotiating with the vendors, organizing the research and making the arrangement for the patients to travel to their destinations.

I joined the Levite Medical Corporation in the year 20007.In my four and half years of experience, I have got the exposure to many challenging roles which called for my technical and administrative and managerial skills and abilities. I have experience in spreadsheets, presentation and desktop publishing as well. I have good hand over the regular tools like scanners, fax machines, and video conferencing systems. I have played a crucial role in handling the medical administrative department with the help of six peers in the new office located in San Jose, CA.

I have proved as an asset to the employers from the day one and my dedication and passion for the work has been awarded time and again. I got Instant Award for my four years of long service to the hospital and excellent contribution in the field of the medical administration.

I have, herewith, attached an updated copy of my resume for your reference. I am confident that my profile will surely meet your expectations. I am looking forward to work with you.

Yours sincerely,

Roger Alpha
