JOHN ZHANG

St. Louis, MO 63105
(555)555-5555 - john.zhang@monster.com

Oct 14, 2026
Dear Hiring Manager,

I am writing to express my interest in the Medical Receptionist position at HealthPlus Medical Group. With
four years of experience as an Administrative Assistant, I have developed a strong foundation in patient

scheduling, electronic health records (EHR), and customer service within healthcare environments.

At HealthPlus Medical Group, I admire your commitment to providing compassionate and high-quality
medical care. Your mission to empower patients resonates with me deeply, as I believe that every interaction
with patients should reflect empathy and integrity. My approach has always been patient-centered; I strive to

create a welcoming atmosphere for individuals visiting medical facilities.

My proficiency in managing appointment scheduling and handling inquiries ensures optimal patient flow
while maintaining accuracy in record management. Additionally, my attention to detail complements my
ability to process insurance verifications efficiently—key components that contribute positively to the overall

patient experience.

Strong communication skills and adaptability have been critical throughout my career, allowing me to
collaborate effectively with diverse teams while navigating fast-paced environments seamlessly. I prioritize
problem-solving initiatives that enhance operational efficiency while ensuring compliance with HIPAA

regulations.

I am excited about the opportunity to contribute my skills at HealthPlus Medical Group and support your
mission of fostering health and wellness within the community. Thank you for considering my application; I

look forward to discussing how I can add value to your esteemed team.

Sincerely,
John Zhang





