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Cynthia Roberts

Hiring Manager

Boston Veterinary Hospital

(987) 6543210
cynthiaroberts@bostonveterinaryhospital org

Cear Ms. Roberts,

With over five years of experience as a veterinary receptionist, | have an exfensive strong background in pet care and animal
hospital operations. At Morth Bay Meterinary Group, | coordinated appointments and drove operational excellence across the
clinic to ensure the efficient delivery of patient care. | am confident that my background within the health care space would
be a strong asset to your organization in the veterinary receptionist position.

Boston Veterinary Hospifal's repufation for its holistic approach to patient treatment and animal welfare draws me to apply for
this position. My passion for delivering compassionate pet care and improving the quality of life for animals has driven me to
pursue my career within the veterinary industry. | can help your organization confinue to grow this reputation for excellence
based on my career achievements:

®  Managed patient appointments, triaged phone calls, supported hospital operations, and coordinated with medical
teams to ensure efficient delivery of patient care, which resulted in an average customer satisfaction rating of 92%

e  Utilized knowledge of veterinary terminclogy to educate clients an treatment plans, antibiotics, medical conditions,
and prevention of heartworms and fleas

®  Performed data entry during patient intake and discharge, managed invoices and billing, and interfaced with clients
ta create payment plans for health care services

| hope to speak with you further regarding how my experience as a receptionist within the veterinary field can help drive
operational excellence for vour animal hespital. Feel free ta contact me via phone or email at your earliest conveniance.
Thank you for your time and consideration.

Sincerely,

(Insert Signature Here)

MELISSA ANDERSON



