To

Ms. Sandra Bolton

Manager – HR,

Hopkins Paramedic Clinic,

456, Calgary Street,

Los Angeles,

California,

USA

7th January 2014

Sub- Application for the position of an entry level medical receptionist

Dear Ms. Bolton,

This letter is in response to the advertisement your company, Hopkins Paramedic Clinic, placed in the daily newspapers dated – 4th January 2014. I wish to apply for the position of an entry level medical receptionist in your organisation as I am looking forward to a fruitful and rewarding career. I have been trained in medical reception and I have also interned with Benson Healthcare Private Limited which has given me a hands-on experience of dealing with patients and their families and also with the medical and non-medical staff.

In association to these credentials, I am confident that you will consider me an ideal candidate for the job given that I am skilled in answering questions of non-medical nature of the patients, answering phones and scheduling appointments and locating the records and other important documents that belong to the patients. I am also good at communicating with people, which is a trait that will be a valuable addition for this profile. My resume is herewith enclosed with this letter.

Hope we can meet soon.

Thanking You

Rebecca Miller
