[Your Full Name]
[Your Address]

[Your Phone Number]
[Your Email]

[Date]

[Volunteer Coordinator Name/Title]
[Hospital Name]

[Department Name]

[Hospital Address]

Dear [Recipient Name or Volunteer Services Team],

I am writing to express my enthusiastic interest in the Administrative Volunteer position at
[Hospital Name] as advertised through [Source of Information]. With a strong desire to support
healthcare professionals and improve patient experiences, [ am eager to contribute my
organizational skills to your administrative team.

In my previous experience as [Previous Role or Student Status], I have developed proficiency in
[Skill 1, e.g., data entry], [Skill 2, e.g., filing systems], and [Skill 3, e.g., front-desk reception]. I
am highly comfortable using [Specific Software/Office Tools] and maintain a strict commitment
to confidentiality and HIPA A-compliant practices.

I am particularly drawn to [Hospital Name] because of your reputation for [Specific Hospital
Value or Program]. I am a detail-oriented individual who thrives in fast-paced environments and

[ am prepared to commit to [Number] hours per week starting [Start Date].

Thank you for considering my application to join your volunteer staff. I look forward to the
possibility of discussing how my background can assist your department's daily operations.

Sincerely,
[Signature Space]

[Your Printed Name]



