George Jones

example@myemail.com | (098) 765-4321 456 My Street, San Diego, CA 76543

Henry Mann
Emerson Hospital
123 Your Street,
Houston, TX 12345
(123) 456-7890

example@youremail.com

[month, day, year]

Dear Mr. Mann,

In my three years at Kindred Hospital, | received accolades on multiple occasions for my patient satisfaction
survey scores consistently staying in the high 90s. This attention to patient care within the administration

setting is a skill I hope to bring as a medical receptionist to Emerson Hospital.

Emerson’s commitment to equity, inclusion, and community care is what drew me to this position. | can help
with this mission, increasing the quality of the patient experience as they enter the facility. Here are some of my

past accomplishments:

¢ Created a customized HIPAA standards checklist specifically for all hospital receptionists to ensure

compliance at all times

o Reorganized my department stockrooms to a color-coded system, increasing efficiency and saving $1,000

on the monthly budget

¢ Implemented the addition of a daily whiteboard schedule for our department providers, which improved

communication and workflow

I'm looking forward to connecting with you to tell you more about my top performance within an ACMA

certification program. I'm available to set up an interview as your schedule allows.

Best regards,

George Jones



