Tracy Brown
2713 Adams Drive
San Angelo, TX 76903
(111)-832-3742
[email]

Jan 11, 2013

Ms. Elaine Lugo
Exempla Lutheran Medical Center
4212 Circle Drive
Houston, TX 77036Dear Ms. Elaine Lugo,

As soon as I heard about the position of Chiropractic Receptionist opening up with Exempla Lutheran Medical Center I put together my resume.

This is the perfect job for me and I know that I can be a great asset to your business. To prepare for this position, I have completed a chiropractor’s assistant program and received my state certifications. For the last two years, I have worked as a receptionist for a medical facility where I gained experience taking care of the clerical duties.

I have outstanding computer skills and my experience includes performing office duties such as answering phones, making appointments and keeping records updated. I have the ability to learn and follow company policy for signing patients in and out along with taking care of payment arrangements.

My experience includes contacting and handling the process for billing insurance providers and explaining to the patients their obligations when it comes to deductibles or procedures that insurance companies may not cover. I am familiar with the medical terms associated with chiropractic medicine and I have the ability to explain basic procedures to patients.

I am energetic and flexible with the ability to adapt and switch between duties without prior notice. I am trustworthy, dependable and I learn quickly. I enjoy meeting people and I always provide outstanding customer service. I have the ability to help create a welcoming environment that makes patients feel confident they are receiving excellent care.

You can reach me for an interview by calling (111)-832-3742 and I look forward to meeting with you in person to discuss this position in more detail.

Respectfully,

Signature

Tracy Brown

University System of Georgia

App. 8 Sample Letter 3
Building Project Procedure 2000



