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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Admission Clerk at [Organization Name]. With my strong administrative and customer service skills, I am confident I can quickly become an asset to your team.
I have three years of experience working as an Admission Clerk for [Company Name]. In this position, I was responsible for greeting and registering patients, verifying insurance and collecting co- payments, and providing excellent customer service. Additionally, I have experience with processing medical records, insurance claims, and preparing patient charts.
I have an in- depth knowledge of health care processes and regulations, and I am highly familiar with the latest computer technologies and systems. I am an excellent communicator and a team player, and I am well- versed in providing quality service to customers.
I am confident that I can make a significant contribution to your organization and its goals of providing excellent customer service and patient care. I am available for an interview at your convenience, and I look forward to meeting with you.

Thank you for your consideration.
Sincerely,
Your Name
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