
Sandra Ward

Louisville, KY 40202 ♦ (555)555-5555 ♦ sandra.ward@monster.com

Oct 14, 2026

Dear Hiring Manager,

I am writing to express my interest in the Veterinary Receptionist position at PetCare Clinic. With a Bachelor

of Science degree in Veterinary Technology and two years of experience as a Veterinary Technician, I am

excited about the opportunity to contribute to your team and support your mission of providing exceptional

care for pets and their owners.

Throughout my career, I have developed strong customer service skills that align well with the welcoming

atmosphere you cultivate at PetCare Clinic. My background in veterinary settings has equipped me with a

deep empathy towards animals and their owners, allowing me to foster positive relationships while ensuring

that every client feels valued and understood.

My ability to manage multiple tasks effectively in high-pressure environments is complemented by my strong

organizational skills. I take pride in maintaining accurate records and ensuring all information is up-to-date,

which supports seamless clinic operations. Additionally, my excellent interpersonal communication skills

enable me to assist clients efficiently—whether greeting them upon arrival or addressing inquiries over the

phone.

I admire PetCare Clinic's commitment to treating each pet as part of the family and promoting health through

education. As someone who shares these values, I believe I would be an asset to your team. Thank you for

considering my application; I look forward to the possibility of discussing how my experience can contribute

positively at PetCare Clinic.

Sincerely,

Sandra Ward




