
Front Office Assistant Cover Letter
88251 Brendan RoadsWest Milagrostad, SD 37398-5897
Dear Phoenix Schowalter,

Please consider me for the front office assistant opportunity. I am including my
resume that lists my qualifications and experience.

In the previous role, I was responsible for direct, real-time phone triage, patient
services and problem-resolution including registration and scheduling, with an
emphasis on timely, seamless, patient-centered service.

I reviewed the requirements of the job opening and I believe my candidacy is an
excellent fit for this position. Some of the key requirements that I have extensive
experience with include:

Proficiency in Microsoft Office Suite with demonstrated expertise in Word,
Excel
Experience as an Administrative Assistant, Receptionist, Front Desk /
Concierge or Guest Service Associate in any corporate or hospitality
environment would be considered
Positive and professional in presentation and demeanor
Pleasant phone skills
Experienced in answering multi line phone system
Experience scanning and data entry
Good communication & language skills
Good computer & problem solving skills

Thank you for considering me to become a member of your team.

Sincerely,

Robin Altenwerth


