333 Example 4th Street
Vaughan, ON C9Z 3S9

April 2, 2016

Ms. Lara Johnson
Senior Manager (HR)
Advanced Paramedic Clinic
23 Calgary Street
Peace River, AB D6C 9E8
 
Dear Ms. Johnson:

I am contented to apply for the position of Medical Receptionist at Advanced Paramedic Clinic, as advertised on your website. With my associate’s degree in customer service, medical reception training from ABC Institute and 8 months’ internship experience at Alberta Healthcare, I am certain in my capability to become a valuable member of Advanced Paramedic Clinic.

Through my education and internship, I developed skills and practical knowledge in:
• Greeting patients and families entering in the facility
• Answering non-medical questions of patients
• Scheduling appointments and organizing the facility’s calendars
• Answering and forwarding phone calls
• Locating patients’ records and handling prescriptions
• Liaising between medical professionals and patient/families

I am confident that the above mentioned skills would help me contribute effectively to your facility’s mission.

As a trustworthy and productive Medical Receptionist, I would appreciate a chance to meet with you to discuss how my education, experience and expertise would be beneficial for Advanced Paramedic Clinic. You may contact me any time at (000) 999-3333 in order to arrange a meeting time. To follow-up, I will call your secretary after one week.

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

(Signature)
Anna Alexander

Enclosures
