[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 have [X] years of experience in [specialty] practices. I understand the unique needs of [specialty] patients and families.
At [Previous Specialty Practice], I managed front desk operations for a busy [specialty] office. I scheduled appointments according to [specific protocols], coordinated with insurance for [specialty-specific procedures], and communicated effectively with [patient population]. My understanding of [specialty] terminology helps me direct calls appropriately and answer basic patient questions.
I've worked with patients requiring [specific considerations for specialty]. Whether handling anxious parents, elderly patients, or those with chronic conditions, I maintain a calm and compassionate approach. I'm proficient with [specialty-specific software or billing systems] and understand the documentation requirements for [specialty].
Your practice's dedication to [specific aspect of specialty care] matches my commitment to supporting patients through their healthcare journey. I'm ready to contribute my specialized experience to your team. Thank you for considering my application. I look forward to discussing this opportunity.

Sincerely,
[Your Full Name]
