855 Example 6th Street
Aurora, IL 96658

December 22, 2014

Ms. Julia Anderson
Senior Manager
Galena Dental
658 North Sample Street
Aurora, IL 20121
Dear Ms. Anderson:

I am writing to apply for the position of Dental Assistant at the Galena Dental which was advertised on your website last week. I have the skills, capabilities as well as the passion required to perform this job efficiently -and eager to utilize the same to maximize efficiency and growth of Galena Dental.

Your advertisement calls for an enthusiastic receptionist with extensive knowledge in managing the front desk of Galena Dental. During the years of my hands-on experience, I have developed the ability to greet customers, answer phone, give appointments, post patient data, generate dental records, pull files and build charts, and verify insurance benefits. In addition, I am highly skilled in maintaining an appropriate flow of the front office and assisting in the delivery of dental care services to patients.

Furthermore, I have excellent computer knowledge including MS Word and Excel, outstanding verbal and written communication skills, and the profound ability to work with a diverse and multi-cultural population using my bilingual ability. Enclosed is my resume which gives more details about my qualifications.

As an enthusiastic Dental Receptionist, I would like to meet you in order to discuss my qualifications and skills in detail. I will contact you next week to confirm the receipt of my application. If you have any questions in the interim, please contact me at (005) 910-9999 or email me at anna.peter @ email . com.

Thank you for your time and I look forward to meeting with you soon.
Sincerely,

(Signature)
Anna Peter
