[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 fast-paced healthcare settings. I've managed up to [XX] patient interactions daily while maintaining accuracy and professionalism.
At [Previous Urgent Care/High-Volume Facility], I handled front desk operations during peak hours. I checked in walk-in patients, processed insurance verifications quickly, and managed multiple phone lines simultaneously. My ability to prioritize urgent cases while keeping everyone informed prevented bottlenecks.
I stay calm under pressure and work efficiently during rushes. I've processed [XX+] patients per shift while maintaining [XX]% accuracy for insurance verification. My experience with [EHR system] includes fast patient registration and point-of-service collections.
Your urgent care's focus on efficient patient flow aligns with my work style. I thrive in high-volume environments and understand the importance of speed without sacrificing quality. Thank you for considering my application. I'm available to discuss how my experience fits your needs.

Sincerely,
[Your Full Name]
