JANE WILLIAMS

INDIANAPOLIS, IN 46205

(555)555-5555 | jane.williams@monster.com

Oct 14, 2026
Dear Hiring Manager,

I am writing to express my interest in the Medical Receptionist position at Target Company Name, as
advertised. With over 11 years of experience in patient management and administrative roles within
healthcare settings, I am excited about the opportunity to contribute to a leading provider that prioritizes

exceptional patient care and community health outcomes.

Throughout my career, I have developed strong interpersonal skills that allow me to create welcoming
environments for patients. My expertise in scheduling software and electronic health record systems has
equipped me with the ability to manage clinic calendars efficiently while maintaining accurate patient
records. I take pride in my attention to detail and problem-solving abilities, which are essential for

processing patient intake forms and verifying insurance information accurately.

Collaboration is key in any medical setting, and my effective communication skills enable me to work
seamlessly with both patients and medical staff. [ understand the importance of being empathetic while
addressing patient needs, ensuring their experiences are positive from arrival through appointment

completion.

My working style is detail-oriented yet collaborative; I thrive on managing multiple tasks simultaneously
while maintaining high standards of organization. At Target Company Name, I look forward to contributing
positively by supporting office operations that align with your mission of compassionate care.

Thank you for considering my application. I am eager to bring my dedication towards enhancing the patient

experience at Target Company Name.

Sincerely,

Jane Williams





