
Jordan Lee Thompson
January 16, 2026

Acme Corporation

RE: Freelance To Full Time Medical Receptionist

Dear Hiring Manager,

I am writing to express my enthusiasm for the Freelance To Full Time Medical Receptionist position at 

Acme Corporation, as advertised on your careers page. With a strong background in medical reception 

and administrative roles, I am excited about the opportunity to contribute to your team and support your 

patients in a full-time capacity.

In my previous role as a freelance medical receptionist at XYZ Clinic, I successfully managed a high vol-

ume of patient inquiries, scheduling, and electronic medical records, which improved patient satisfaction 

ratings by 20%. My attention to detail and organizational skills allowed me to streamline the appointment 

scheduling process, reducing wait times and enhancing the overall patient experience. Additionally, I 

was responsible for training new staff on the clinic's software systems, ensuring a smooth transition and 

maintaining high standards of service during busy periods.

I am particularly drawn to Acme Corporation because of your commitment to patient-centered care and 

innovation in healthcare solutions. I believe my proactive approach and ability to adapt to changing en-

vironments will make me a valuable asset to your team. I am eager to bring my expertise in front-office 

operations, insurance verification, and patient communication to support your goals and enhance patient 

care.

I would welcome the opportunity to discuss how my experience and skills align with the needs of Acme 

Corporation. Thank you for considering my application. I look forward to the possibility of contributing to 

your esteemed organization.

Sincerely,

Jordan Lee Thompson


