November 30, 20XX
(123) 456-7890
i.costa@email.com
Philadelphia, PA
LinkedIn
ENCLOSURES
· Resume
· Application form
· 2 letters of recommendation
Office Receptionist
David King
Rite Aid Corporation
123 Fictional Lane
Philadelphia, PA 19102

ISABELLE COSTA
[bookmark: _Hlk97300262][bookmark: _Hlk97300263]Dear Mr. King:
Picture an engineer fine-tuning a vast array of systems; that's how I approach streamlining office processes, coordinating schedules, and maintaining clear communication channels as an office receptionist. At Rite Aid Corporation, I’m ready to apply this problem-solving mindset and organizational know-how to enhance office efficiency and ensure a welcoming environment.
As a receptionist in the internet department at Conicelli Management Group, I implemented a streamlined scheduling system using Calendly, which enhanced the efficiency of appointment bookings and increased call conversion rates by 14%. Additionally, I managed a high volume of customer inquiries, consistently handling over 71 calls daily while maintaining organized and up-to-date client records. 
At Philadelphia Plastic Surgery & Dermatology, I managed client check-ins, verified cosmetic procedure details, and scheduled follow-up appointments for over 22 clients daily. By utilizing EHR software, I helped streamline data management, processing 482 client records monthly with minimal errors. I also supported inventory tracking, reducing supply shortages by 11% and ensuring essential products and tools were always available for daily operations.
Part of my highlight at Milestone Therapy Group was introducing appointment reminders via text and email, which cut down no-show appointments by 19% and improved overall client communication. My background in hospitality further strengthened my customer service skills, ensuring that each client interaction is handled with care and professionalism. 
My proficiency in managing scheduling, document preparation, and accurate data entry, as well as my dedication to administrative excellence, are further underscored by my Certified Office Manager (COM) certification. Thank you for considering my application; I’m eager to discuss how my skills and qualifications can contribute to Rite Aid’s success.
Sincerely,
Isabelle Costa
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