[Your Full Name]
[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email Address]

[Date]

[Hiring Manager Name]
[Clinic or Hospital Name]
[Department Address]
[City, State, Zip Code]

Dear [Mr./Ms./Mx. Last Name],

I am writing to express my strong interest in the Bilingual Medical Receptionist position at [Clinic
Name], as advertised on [Source of Job Posting|. With my background in medical administration
and my fluency in both [Language 1] and [Language 2], I am confident in my ability to provide
exceptional support to your diverse patient population.

During my previous experience at [Previous Employer], I developed a high level of proficiency in
managing multi-line phone systems, scheduling complex appointments using |[Specific
EHR/Software], and handling insurance verification. My bilingual skills have been instrumental
in bridging communication gaps, ensuring that patients feel comfortable and understood from the
moment they check in.

I am particularly drawn to [Clinic Name]| because of its reputation for [Specific Clinic Value or
Service|. I am highly organized, detail-oriented, and capable of maintaining a calm demeanor in
fast-paced clinical environments. [ am eager to bring my administrative expertise and linguistic
skills to your front-desk team to help maintain a professional and welcoming atmosphere.

Thank you for your time and consideration. I look forward to the possibility of discussing how my
qualifications can benefit [Clinic Name].

Sincerely,

[Your Signature (if sending by mail)]
[Your Printed Name]



