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Dear Sir/Madam
This letter is to express my interest in the medical receptionist position you have available.
As you can see by my resume, I have substantial experience in an office setting.  Patience and dedication are qualities which I have attained while working throughout my career.  I understand the importance of being personable, professional and focused.  I believe my role as having a receptionist position is to make a great impression of your office.  I take that very seriously and above all, my role is to provide a warm and inviting experience to your patients as they enter and exit your office.  
I truly appreciate your time and consideration.
Sincerely,


Diane Smith


