[Your Full Name]
[Address Line 1]
[City, State, Zip Code]
[Phone Number]
[Email Address]

[Date]

[Hiring Manager Name]

[Title]

[Healthcare Facility/Clinic Name]
[Address Line 1]

[City, State, Zip Code]

RE: Medical Receptionist Position - [Job Reference Number., if applicable]

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

I am writing to express my strong interest in the Medical Receptionist position at
[Clinic/Hospital Name] as advertised on [Platform where job was found]. With a background in
healthcare administration and a commitment to providing exceptional patient support, [ am
confident in my ability to contribute effectively to your front-desk operations.

During my previous tenure at [Previous Employer], I developed a comprehensive understanding
of [specific EHR/EMR software] and streamlined check-in procedures that reduced patient wait
times by [Percentage/Amount]. My experience includes managing high-volume multi-line phone
systems, verifying insurance coverage, and ensuring HIPAA compliance in all patient
interactions. I pride myself on maintaining a professional and empathetic demeanor, even in
high-pressure clinical environments.

[Clinic/Hospital Name]'s reputation for [mention a specific clinic value, e.g., patient-centered
care or innovation] aligns with my professional values. I am eager to bring my administrative
precision and interpersonal skills to your team to help maintain the high standard of service your
patients expect.

Thank you for your time and for considering my application. I look forward to the possibility of
discussing how my experience in medical administration can benefit [Clinic/Hospital Name].

Sincerely,
[Your Signature (if sending by mail)]

[Your Typed Name]



