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Dear Sir/Madam

I am writing to express my interest for the role of ‘Receptionist’ currently advertised on the website. I have previously worked at a surgery. I have valuable experience working as a receptionist. In my previous role, I was responsible for greeting all visitors, answering telephone calls and taking messages, sending and replying to letters and providing general administrative support.
I am a warm positive person with excellent communication skills, and I have an ability for speaking to a diverse range of people from different ethnicities. My background and skills make me an excellent candidate for this position. I’m extremely organised and hardworking, with exceptional people skills. I work well independently in a fast-paced office environment.
With my experience and expertise, I strongly believe that I would be an asset within your team at College Road Surgery.
Thank you very much for considering my application. I look forward to hearing from you.
Yours Faithfully

Mrs K. Ahmed


