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Dear Ms. Li,

In the past year with Marple Animal Hospital, I collaborated with veterinary doctors and
technicians to enhance patient flow and communication protocols. Our efforts reduced
average wait times for clients by 10% and improved satisfaction ratings to an average of
93%. My administrative and operations management skills will allow me to provide
valuable contributions to your organization in the veterinary receptionist position.

Philadelphia Animal Hospital has a reputation for the quality of its patient care and
customer service, which strongly aligns with my professional background. I have a passion
for animal welfare and health care, and I can help continue to grow your reputation based
on the following career achievements:

Coordinated with veterinary doctors and technicians to improve daily operations and
patient flow, which reduced wait times by 10% and increased client satisfaction scores
from 86% to 93%
Communicated with clients to schedule patient appointments, greeted customers, and
delivered updates on medical conditions with empathy and compassion
Oversaw intake and discharge of patients, provided food purchases and prescriptions,
and managed billing, invoices, and transactions for health care services

I would like to schedule an interview to provide more insights into how my administrative
background within the veterinary field can benefit your organization. You may contact me
via phone or email at your earliest convenience. I appreciate your time and consideration.

Best regards,

Mina Sayed


