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November 08th, 2018


Dear hiring manager,

After reviewing the requirements for the listed position, I found myself qualified to perform well in this role. I have 2 years’ experience as a hospital unit secretary as well as 5 years’ experience as a front desk receptionist which also included some time working as a call center representative. I feel confident that I can bring excellent customer service and front desk handling skills to you facility.

Through my experience I have developed skills in answering phones, directing calls to appropriate persons, handling customer inquiries, scheduling appointments, verifying insurances, as well as other clerical duties.  I have excellent computer skills and I am familiar with EMR such as EPIC. In addition to my receptionist related skills I am a motivated individual who works well with others, dependable, communicates well with others, I also take pride in being well organized and being able to multitask. 

As an energetic front desk professional, I believe my skills prepare me to excel in this role and I am confident my additional strengths will render me an asset to your office team. As a part of you company I would like to provide value and quality patient care to your patients and to assist your business to grow and function smoothly. The chance to offer more insight into my qualifications would be appreciated. 

Thank you for your consideration; I look forward to speaking with you soon.

Sincerely,

Ashley Silva
