Priya Sharma
04xx xxx xxx | priya.sharma@example.com | Box Hill, VIC

[Date]

The Hiring Manager
XXXX Medical Centre
Box Hill, VIC

Dear Hiring Manager,

| am writing to apply for the part-time receptionist position at XXXX Medical Centre. With six years
of office administration and customer service experience, | would welcome the chance to help your
patients and team run smoothly.

Before taking a five-year career break to raise my children, | worked as an office administrator,
managing reception, phones and appointment bookings for a busy team and keeping client records
accurate and confidential. During my break | stayed active as volunteer treasurer for our local
playgroup and organised school fundraising events, and | recently completed a Microsoft 365
course to update my skills.

I am now ready to return to work and am available for part-time hours. My resume is attached, and |
would be glad to discuss how | can contribute. Thank you for considering my application.

Kind regards,

Priya Sharma



