Emily Johnson
January 16, 2026

Acme Corporation
RE: Promotion Medical Receptionist

Dear Hiring Managet,

| am excited to apply for the Promotion Medical Receptionist position at Acme Corporation, which | dis-
covered on your careers page. With over three years of experience in a fast-paced medical office setting,
| am eager to bring my expertise in patient relations and office management to your esteemed organi-
zation. Acme's commitment to providing high-quality patient care resonates deeply with my professional
values, and | am enthusiastic about the opportunity to contribute to your team.

In my current role at HealthPlus Clinic, | successfully implemented a new patient scheduling system that
reduced appointment wait times by 30%. This initiative not only enhanced patient satisfaction scores, but
also improved our office efficiency significantly, allowing the medical staff to focus more on patient care.
Additionally, | took the lead in training new receptionists, ensuring that they were well-versed in our pro-
cedures and customer service protocols. This experience honed my leadership skills and strengthened
my ability to foster a collaborative and supportive work environment.

| am particularly drawn to the Promotion Medical Receptionist role at Acme Corporation because of the
emphasis on patient-centered care. | believe my proactive approach to problem-solving and my keen
attention to detail will enable me to make a meaningful impact in this position. | am very interested in
discussing how my background, skills, and enthusiasms align with the goals of Acme Corporation. Thank
you for considering my application; | look forward to the opportunity to speak with you soon.

Sincerely,

Emily Johnson



