Codi Downs, CMA
258 Example Street
Manchester, TN 37355
(010) 841-4103
codi @ email . com

February 11, 2016

Mr. John Doe, HR Manager
U.S. HealthWorks Medical Group
39 West Hamilton Ave
Manchester, TN 37887
RE: Certified Medical Assistant Position (ID 9880)
Dear Mr. Doe:

In response to the advertisement for Medical Assistant position at U.S. HealthWorks Medical Group, I am submitting my resume and letters of recommendation for your consideration. I have completed diploma coursework at Fortis Institute and have received my certification in Medical Assisting. In addition, I also possess certifications in CPR, bloodborne pathogens, and airborne pathogens.

Through my work as a Medical Assistant at ABC Clinic, I sharpened my skills in medical assistance and secretarial work which would be beneficial to your facility. I am exceedingly adept at both front and back office duties. Some highlights of my qualifications include:
• Demonstrated ability to perform nursing and administrative duties
• Highly skilled in preparing patients for examination and treatment, taking their histories and vital signs
• Hands-on experience in preparing treatment rooms with required instruments
• Able to administer IVs and apply dressings
• Track record of performing clerical duties including filing and scheduling

Furthermore, I have excellent interpersonal and communication skills, and ability to work well in a multicultural team setting.

As a proactive and dependable Certified Medical Assistant, I would greatly appreciate the opportunity to further discuss my skills and qualifications in an interview. I may be reached at (010) 841-4103 or via email at [Email Address Here].

Thank you for your time and consideration. I look forward to hearing from you soon.
 
Sincerely,

(Signature)
Codi Downs, CMA

Enclosures
