Dhruvisha H. Patel

Healthcare Administrative Assistant

2132 Mill Crossing Dr. #116

Virginia Beach, VA 23454

757.513.1344

dhruvisha20@gmail.com
14/1/2019
Customer Service Hiring Manager
Atlantic Eye Consultants 

1012 First Colonial Road 

Virginia Beach, VA 23454
Dear Customer Service Hiring Manager, 
I am writing to apply for the position of Healthcare Administrative assistant as advertised on your website. I have six years of experience in customer service within the healthcare setting, and I believe I am capable of the administrative tasks as you advertised. 
In your job posting, you mentioned that you are looking to hire an administrative assistant with extensive experience in the healthcare office setting. I am currently taking my bachelor’s degree in healthcare administration expecting to graduate in May 2019 and have finished a 135-hour externship at North Carolina Arthritis and Allergy Care Center. I am also currently working as a medical receptionist at Atlantic Eye Consultants in Virginia Beach. Additionally, I have held similar positions in the past including working as a patient service coordinator and assistant/shift manager. During my experience in these positions, I have developed the necessary professional skills which assist in interacting positively with clients and organizing administrative work and tasks in the office. I have also developed strong interpersonal and communication skills alongside knowledge of medical insurance processing and medical terminologies. Additionally, as the perfect fit for the administrative assistant, I have learned records management and can use this knowledge to minimize wastage and optimize the use of resources. 
My passion in administrative services is based on my desire to grow in the profession while giving my best to satisfy client needs and improve the reputation of the organization. If given the position in your organization, I believe I will increase the efficiency of administrative tasks and also improve the customer experience through my services. Thank you for your time.
Please find attached my resume and consider me for the applied position. Feel free to reach me on my cell phone at 555-545-5556. I hope to hear from you soon. 
Sincerely,

Dhruvisha H. Patel.

