[Your Full Name]
[Phone Number]
[Email Address]
[LinkedIn Profile URL]

[Current Date]

[Hiring Manager Name]
[Practice/Clinic Name]
[Clinic Address]

[City, State, Zip Code]

Dear [Hiring Manager Name/Dr. Surname],

I am writing to express my interest in the Specialist Medical Receptionist position at [Practice
Name], as advertised on [Platform Name]. With [Number] years of experience specifically
within [Specific Specialty, e.g., Cardiology/Oncology]| environments, I possess the clinical
administrative skills and patient-centered focus necessary to support your practice.

In my previous role at [Previous Clinic Name], I managed high-volume patient flow while
ensuring meticulous accuracy in medical record management and billing. My background
includes:

o Expertise in [Software Name, e.g., Best Practice/Genie/Zedmed] and electronic health
records.

e In-depth knowledge of [Medicare/Insurance] processing and complex specialist billing
codes.

o Proven ability to manage sensitive patient inquiries with empathy and professional
discretion.

o Strong coordination skills regarding specialist referrals and hospital admission
procedures.

I am particularly drawn to [Practice Name] because of your reputation for [Specific reason, e.g.,
innovative patient care/excellence in diagnostic services]. I am confident that my ability to
streamline front-desk operations and provide a calming presence for patients would be an asset to
your team.

Thank you for your time and consideration. I look forward to the possibility of discussing how

my specialist administrative experience can contribute to the continued success of [Practice
Name].

Sincerely,

[Your Signature]



[Your Printed Name]



