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To: Margaret Martinez

Woodbury Regional Medical Center

Dear Hiring Manager,

I am writing to express my interest in the Medical Receptionist 
position at Woodbury Regional Medical Center. With over three 
years of experience in medical administration and a strong passion 
for providing exceptional patient care, I am confident that I possess 
the necessary skills and qualifications to excel in this role.

During my time as a Medical Receptionist at Boise Community 
Hospital, I was responsible for managing a high volume of 
patient inquiries, scheduling appointments, and maintaining 
accurate patient records. Through my excellent communicati-
on and organizational skills, I was able to efficiently coordinate 
with doctors, nurses, and other medical staff to ensure smooth 
operations within the clinic. 

One of my biggest achievements was taking part in implementing a 
new electronic health record system which significantly improved 
efficiency and reduced errors. This project not only required 
technical expertise but also strong project management skills, 
which I possess. 

As a highly motivated individual with a strong work ethic, I am 
always eager to take on new challenges and strive for excellence 
in everything I do. My ability to remain calm under pressure and 
handle difficult situations with empathy has been appreciated by 
both colleagues and patients alike.

I am excited about the opportunity to bring my skills and experience 
to Woodbury Regional Medical Center. I am confident that my 
passion for healthcare and my strong administrative abilities make 
me a perfect fit for this role. Thank you for considering my 
application.

Sincerely,

Gale Carey
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