 
To Whom It May Concern:
Let me introduce myself, I am Jassmine Norton, graduate of Prism Career Institute with a certificate in Medical Assisting. Please accept my application for the part-time Receptionist  position advertised on indeed.com. 
As you can see from my resume, I am currently an employee for Philadelphia Gas Works where my title is Medical Administrative Assistant. There, my primary responsibilities include: ensuring all medical documentation has been properly indexed and scanned according to company policies and procedure, answering phones, dispatching calls to proper correspondents, document and relay messages when needed, and corresponding by email using MS Outlook, as well as filing X-Ray reports, lab reports, referral letters, and other medical record correspondence in the correct patient record. I thrive in fast paced environments, work well under pressure, have excellent customer service skills, and meet deadlines. My academic background and professional experience showcases my intellect of medical office practices as well as medical terminology. I am proficient in Microsoft Word, PowerPoint, Excel and I have excellent oral and written communication skills. If given the opportunity, I will go beyond your expectations.

I am an energetic, detail oriented, reliable individual who has strong administrative and computer skills. I am confident that I can make a positive contribution your company. However, I would like to have the opportunity to speak with you in person to further discuss my capabilities. Please feel free to contact me by phone at (215) 439-3212 or by email at jassminenorton@gmail.com. Thank you for your time and consideration.

