[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]. I recently completed [certification/coursework] and I'm eager to start my healthcare career. I bring strong customer service skills and completed HIPAA compliance training.
During my studies, I learned medical terminology and basic insurance procedures. I volunteered at [healthcare setting] where I assisted with patient check-in and answered phones. This experience taught me how to stay calm with anxious patients and handle multiple tasks simultaneously.
I'm proficient with Microsoft Office and learn new software quickly. I completed training in [specific software if applicable] and understand the importance of accuracy in healthcare settings. My customer service background from [previous role] taught me how to communicate professionally with diverse populations.
Your facility's commitment to patient care aligns with my goals in healthcare. I'm ready to contribute my organizational skills and patient-focused approach to your team. Thank you for considering my application. I'm available for an interview at your convenience.

Sincerely,
[Your Full Name]
