Dear Madame/Sir,

My name is Alison Archuleta. I wish to submit my professional information for employment consideration with your organization. Following are my credentials for your review.

With my eagerness to work hard in a detail oriented and challenging environment, I am very confident of having a strong and successful professional relationship with your staff and clientele. In my fifteen-plus year career, I have gained a wide range of experience as a Medical Assistant working with patients, nurses, and physicians in clinics, emergency rooms, surgical departments, orthopedic departments, nursing homes, patients’ homes, and specialized units such as gastroenterology. I have also trained Medial Assistants in areas such as triage, trauma care, direct patient contact, and proper completion of paperwork.

One of my strengths is the ability to relate well with patients and put them at ease. l am also skilled in all aspects of office operations, including patient scheduling, insurance processing, medical data entry, correspondence, and representing the organization professionally during in-person and telephone contact with patients. 

I am an extremely flexible team player with strong interpersonal skills who can multitask with minimal supervision. My salary requirements are negotiable and I am available immediately. I would greatly appreciate the chance to discuss an employment opportunity at your convenience. 
Assuring you of my best efforts at all times and thanking you for your time and consideration.
Alison Archuleta

5410 Bryant Street
Denver, CO 80221
Home phone: 303-449-4910
Cell phone: 720-877-8570

