
Eleanor Whitfield
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname

[Month Day, Year]
[Hiring Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Hiring Manager Name],
I am writing to apply for the Medical Assistant position at [Practice/Clinic Name]. I am a [Certified Medical Assistant (CMA/RMA) / medical assistant graduate] with [X years / clinical externship hours] of experience in [setting — family practice, pediatrics, urgent care, specialty clinic], and I am comfortable with both the clinical and the front-office sides of a busy practice.
At [Current/Previous Practice], I room [X] patients a day for [X] providers — vitals, histories, medication reconciliation, injections, EKGs, phlebotomy — and I chart in [EHR — Epic, eClinicalWorks, Athena]. I also [a specific result or responsibility — e.g., manage prior authorizations and referrals for the practice, cut the referral backlog from three weeks to four days; handle scheduling and insurance verification when the front desk is short].
I am interested in [Practice/Clinic Name] because [a specific reason — its patient population, its reputation, its specialty, its team]. I hold [BLS/CPR, phlebotomy certification, other], I am [bilingual in English and Spanish, if applicable], and I am available [days/shifts, including start date].
My resume is attached. I would welcome the opportunity to meet the team and discuss how I can support your providers and patients. Thank you for your consideration.
Sincerely,
Eleanor Whitfield
