[Your Full Name]
[Your Phone Number]
[Your Email Address]
[City, State]

[Date]

[Hiring Manager Name]
[Medical Facility Name]
[Facility Address]
[City, State ZIP]

Dear [Hiring Manager Name],
I'm applying for the Medical Receptionist position at [Medical Facility Name]. My [X] years in customer service taught me how to handle difficult situations professionally. I completed medical terminology training and HIPAA certification to transition into healthcare.
During my time at [Previous Company], I managed [XX+] customer interactions daily in a fast-paced environment. I resolved complaints, processed payments, and maintained detailed records. These skills translate directly to medical reception work. I recently completed [healthcare-related coursework or certification] to prepare for this career change.
I understand that medical reception requires both compassion and efficiency. My experience handling stressed customers prepared me to work with anxious patients. I'm comfortable with multi-line phone systems, scheduling software, and learning new technology quickly. I've already familiarized myself with [basic EHR system knowledge or willingness to learn].
Your facility's patient-centered approach appeals to me. I'm ready to apply my customer service expertise in a healthcare setting. Thank you for considering my application. I'd welcome the opportunity to discuss how my transferable skills meet your needs.

Sincerely,
[Your Full Name]
