Anita Blake
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com

Dear Dr. Ayala,
I read with great interest your ad for an Administrative Medical Assistant and am submitting my resume for your review and consideration. I am a certified medical assistant with over a decade of experience in a medical practice comprised of four general practitioners and staff.
Because of the nature of the practice I've been involved in a wide variety of diagnoses many of which have been referred to specialists for further treatment. In my current position I'm responsible for both front desk and back office operations. I accurately record patient histories and maintain patient files. Because of an end-of-the-day procedure I initiated where all insurance documents are checked for accuracy before submission our error rate in coding or incomplete information dropped to less than two percent.
I am experienced with the Medicaid electronic system other electronic health records software and the scheduling software that manages patient appointments scheduled tests and referrals either to or from the medical practice. Additionally because of my certification I am qualified to assist the doctors by taking vital signs giving injections and sterilizing medical instruments.
I look forward to your call to discuss how my skills and experience would contribute to the smooth operation of your clinic. Thank you for your time and consideration.

Sincerely,
Anita Blake
