Jordan Smith
January 16, 2026

Acme Corporation
RE: No Experience Health Information Technician

Dear Hiring Managet,

Dear Hiring Managet,

| am writing to express my enthusiasm for the No Experience Health Information Technician position
at Acme Corporation, as advertised on your careers page. With a keen interest in health information
management and a strong commitment to accuracy and patient confidentiality, | am excited about the
opportunity to contribute to your team.

Although | am new to the field, | have developed relevant skills through my coursework at community
college where | completed a Health Information Management program. During my studies, | actively en-
gaged in a project that involved organizing and digitizing medical records for a local clinic, which improved
their retrieval time by 30%. This experience not only honed my attention to detail but also enhanced my
understanding of the importance of maintaining accurate patient information.

Additionally, | volunteered at a non-profit health organization where | assisted with administrative tasks,
including data entry and patient outreach. | was responsible for maintaining confidentiality while handling
sensitive information, and my efforts contributed to a 15% increase in patient follow-up appointments
due to better record keeping. | believe these experiences have equipped me with the foundational skills
necessary for the Health Information Technician role and have fueled my passion for pursuing a career
in this field.

| am very eager to bring my fresh perspective and dedication to Acme Corporation and would love the
opportunity to discuss how | can contribute to your team's success. Thank you for considering my appli-
cation. | look forward to the possibility of discussing this exciting role further.

Sincerely,

Jordan Smith



