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4th September 20XX

Dear Hiring Manager:
I am writing to express my interest in becoming a Receptionist at your dental office. With three years of experience in administrative and customer service roles, I believe I have the qualifications needed to be a valuable asset to your team.
During my time in the medical and dental industry, I have developed a strong foundation of knowledge and expertise in areas such as patient scheduling, appointment management, and insurance verification. I am highly skilled at managing the front desk operations, including greeting visitors and answering incoming calls. I also understand how to handle patient complaints and inquiries in a polite and professional manner. Moreover, I am well- versed in maintaining patient records, collecting payments, and performing other tasks as assigned.
In addition, I am proficient in computer software programs, including Microsoft Office and a variety of dental software programs. I am a strong communicator and I am capable of quickly learning new systems and procedures.
I am confident that my education and experience make me an ideal candidate for the position of Receptionist at your dental office. I believe that I can contribute to your team in a positive and productive way. I look forward to hearing from you soon.
Thank you for your time and consideration. 
Sincerely,
Your Name[image: horizontal line]
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