Jordan Lee Thompson
January 16, 2026

Acme Corporation
RE: No Experience Medical Receptionist

Dear Hiring Managet,

| am writing to express my enthusiasm for the No Experience Medical Receptionist position at Acme
Corporation, which | discovered on your careers page. With a strong desire to contribute to a healthcare
environment, | am eager to bring my interpersonal skills and commitment to patient care to your team.

While | may not have direct experience as a medical receptionist, | have honed my organizational and
communication skills through various volunteer roles and part-time jobs. For instance, during my time
volunteering at a local community health fair, | successfully managed patient registrations and assisted
in coordinating services, ensuring a seamless experience for attendees. Additionally, in my previous role
as a customer service representative, | developed the ability to handle multiple tasks efficiently while
addressing customer needs, which | believe translates well to managing patient inquiries and appoint-
ments in a medical setting.

| am particularly drawn to Acme Corporation due to its commitment to patient-centered care and its repu-
tation for fostering a supportive work environment. | am eager to learn and grow within your organization
while contributing positively to the patient experience. | would welcome the opportunity to discuss how
my background, skills, and enthusiasm align with the goals of your team.

Thank you for considering my application. | look forward to the possibility of discussing my candidacy
further and am excited about the opportunity to contribute to Acme Corporation as a No Experience
Medical Receptionist.

Sincerely,

Jordan Lee Thompson



