Jordan Lee Thompson
January 16, 2026

Acme Corporation
RE: Medical Assistant

Dear Hiring Managet,

| am writing to express my enthusiasm for the Medical Assistant position at Acme Corporation, which |
discovered on your careers page. With a solid foundation in patient care and clinical support, | am excited
about the opportunity to contribute to your team and provide exceptional service to your patients.

In my previous role at Sunshine Medical Facility, | assisted a team of healthcare professionals in pro-
viding comprehensive care to a diverse patient population. | successfully managed a busy front desk,
which included scheduling patient appointments and handling medical records with a 98% accuracy rate,
ensuring that all documentation was timely and compliant with HIPAA regulations. Additionally, | played a
crucial role in enhancing patient satisfaction by implementing a new check-in process that reduced wait
times by 30%, greatly improving the patient experience.

Furthermore, my hands-on experience in assisting with various medical procedures, such as administer-
ing immunizations and conducting vital sign checks, has equipped me with the skills necessary to excel
in a fast-paced clinical environment. My dedication to continuous improvement led me to participate in
a training program focused on patient communication, resulting in stronger rapport with patients and a
noticeable increase in positive feedback.

| am eager to bring my passion for patient care and my proven track record of supporting healthcare
teams to Acme Corporation. | look forward to the opportunity to discuss how my background, skills, and
enthusiasms align with the goals of your organization. Thank you for considering my application.

Sincerely,

Jordan Lee Thompson



