
Susan Sanchez


May 11, 2000


Re: Job Posting: The Houston Chronicle, Sunday Edition: May 7, 2000
Position: Receptionist
       
To Whom It May Concern:

I am interested in the above referenced position and would like to be considered as a possible candidate.  I have extensive knowledge of Windows ‘97 and various medical software. As you can see from my resume, working as a front desk receptionist, I have acquired the strong interpersonal and communication skills you are seeking in an employee. In addition, I feel my experience in dealings with patients and health insurance companies further qualifies me for the position you wish to fill. I have enclosed a copy of my resume for your review. 

I look forward to hearing from you and would appreciate the opportunity to meet with you and discuss this opportunity. 

Please feel free to call me at (281) 591-2018 if you have any further questions. Thank you for your time and consideration. 


Sincerely, 


Susan Sanchez
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sms



1558 TARBERRY RD.* HOUSTON, TX 77088*HOME PHONE (281) 591-2018*




	
