[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 bring [X] years of medical front desk experience. I manage up to [XX] patient check-ins daily while maintaining [XX]% insurance verification accuracy.
At [Previous Medical Facility], I handle front desk operations for a [specialty/size] practice. I check in patients, verify insurance coverage, schedule appointments across multiple providers, and coordinate with clinical staff. My experience with [EHR systems like Epic/Cerner/Athenahealth] means I can adapt quickly to your systems.
I maintain strict HIPAA compliance and understand patient privacy regulations. Last year, I reduced patient wait times by [XX]% through improved scheduling workflows. I also trained [X] new front desk staff members on our EHR system and office procedures.
Your facility's reputation for quality patient care matches my approach to front desk work. I'm ready to bring this experience to your team. Thank you for reviewing my application. I look forward to discussing how I can contribute to [Medical Facility Name].

Sincerely,
[Your Full Name]
