[Your Full Name]

[Phone Number]

[Email Address]

[LinkedIn Profile or Portfolio Link]

[Date]

[Hiring Manager Name]
[Veterinary Clinic Name]
[Clinic Address]

[City, State, Zip Code]

Dear [Hiring Manager Name],

I am writing to express my interest in the Veterinary Medical Receptionist position at
[Veterinary Clinic Name] as advertised on [Where You Saw the Ad]. With a background in
[Number] years of administrative experience and a genuine passion for animal welfare, I am
eager to contribute to your team's reputation for providing exceptional care to both patients and
their owners.

In my previous role at [Previous Company/Clinic], I managed high-volume front-desk operations
including appointment scheduling, medical record management, and pharmacy requests. [ am
proficient in [Specific Veterinary Software, e.g., Cornerstone, AVImark] and have a proven track
record of maintaining a calm, professional demeanor during emergency triage situations and
emotional client interactions.

Key strengths I would bring to [Veterinary Clinic Name] include:

e Client Communication: Explaining complex billing, insurance claims, and post-
operative instructions clearly to pet parents.

o Efficiency: Streamlining check-in/check-out processes to minimize wait times and
improve clinic flow.

o Compassion: Providing empathetic support to clients during difficult end-of-life
decisions and bereavement.

I am particularly drawn to [Veterinary Clinic Name] because of your commitment to [mention a
specific clinic value, e.g., fear-free handling or community outreach]. I am confident that my
clinical administrative skills and dedication to the veterinary field make me an ideal fit for your
front-of-house team.

Thank you for your time and for considering my application. I look forward to the possibility of
discussing how my experience aligns with the needs of your clinic.

Sincerely,



[Your Signature (if sending by mail)]

[Your Printed Name]



