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Cover Letter

Hiring Committee

MAHEC Center for Psychiatry and Mental Wellness
Biltmore Campus

Asheville, North Carolina 28803

Re: Patient Financial Advocate
Dear Hiring Committee,

I am applying for the Patient Financial Advocate position because it brings together two areas | have
worked with closely: helping patients and dealing with the financial side of healthcare. | have
experience speaking with patients about balances and payment questions, and | have also developed
knowledge of medical billing and coding.

What | have learned from this work is that financial conversations in healthcare are rarely just about
numbers. A patient may be worried about treatment, confused by insurance language, or
embarrassed to ask for help. | try to explain information in plain language, check that the person
understands what happens next, and avoid making promises about coverage or payment that have
not been verified.

I am comfortable following up on missing information, documenting conversations, and working with
colleagues when a problem needs to be escalated. | also understand how registration, insurance
verification, authorization, claims, denials, and patient balances can affect one another. That
background helps me explain a problem without losing sight of the patient who is dealing with it.

MAHEC’s work in behavioral health is particularly appealing to me because financial confusion can
become another barrier for patients who are already under stress. | would like to contribute in a role
where careful communication can make the administrative side of care easier to understand.

Thank you for considering my application. | would welcome the opportunity to discuss my experience
and how | could contribute to the team.

Sincerely,
Sample Applicant
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Reflection

The main challenge in preparing this letter was making it specific without inventing details. The
original material gave a general background in patient financial advocacy and medical billing and
coding, but it did not provide verified employers, performance figures, certifications, or a named
hiring manager. | therefore focused on responsibilities that could reasonably be supported by the
information already available.

Researching the Employer

| first checked MAHEC's official information so that the letter would not repeat the incorrect location
details from the earlier draft. The Center for Psychiatry and Mental Wellness is in Asheville, North
Carolina, and its work includes psychiatric and behavioral-health services across different age groups.
(MAHEC, 2026a)

This changed the letter in an important way. Instead of using generic praise, | could explain why
patient financial advocacy matters in a behavioral-health setting, where administrative confusion may
add to a patient’s existing stress. (MAHEC, 2026a)

Deciding What to Include

A cover letter should not repeat a résumé line by line. | selected a few abilities that fit the role:
explaining financial information, following up on missing documents, understanding billing processes,
protecting confidentiality, and knowing when to escalate an issue.

| also removed claims that could not be supported. For example, it would be easy to add a sentence
about reducing denials by a certain percentage or processing hundreds of applications, but those
details would be misleading unless the applicant had records to support them.

Professional Language in Patient Financial Work

Patient financial communication has its own vocabulary—deductible, copayment, coinsurance,
authorization, claim, denial, financial assistance, and payment plan are common examples. Knowing
these terms is useful, but simply listing them does not make a letter stronger.

The more important skill is explaining them in a way that a patient can understand. A person who is
worried about treatment does not benefit from hearing technical language without context. The
advocate needs to separate what is known from what is still being checked and explain the next step
clearly.
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Why the Letter Uses “Hiring Committee”

No verified hiring manager was available, so | addressed the letter to the Hiring Committee rather
than inventing a name. This is a small detail, but it is better than using an inaccurate contact or an
outdated greeting such as “Dear Sir.”

If the actual job posting identifies a recruiter or department manager, the final version should use that
person’s name and title.

Tone and Credibility

| wanted the letter to sound confident without becoming exaggerated. Statements such as “l am the
perfect candidate” or “I will always solve every patient problem” would weaken credibility. Healthcare
financial work involves situations that cannot always be resolved immediately, particularly when
information must come from an insurer, billing department, or assistance program.

For that reason, the letter emphasizes careful follow-up and realistic expectations rather than
certainty.

Patient Scenarios

The skills described in the letter can be tested through realistic situations. A patient may receive an
estimate they cannot afford, misunderstand the difference between an authorization and an
insurance payment, or become upset after a claim is denied. The advocate should listen, verify the
account, identify what information is missing, and explain the available next step.

Another common issue is privacy. A family member may ask for account information without verified
permission. The advocate can remain helpful while still explaining the authorization requirement and
offering a lawful way for the patient to involve a representative.

What | Would Check Before Submission

Before using the letter for a real application, | would compare it with the exact job posting. That would
show whether MAHEC requires particular software experience, education, scheduling availability,
payer knowledge, or other qualifications.

| would also add one or two measurable examples only if they are true and verifiable. A real example
of resolving a difficult billing issue is more persuasive than several general claims about being
hardworking or detail-oriented.
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Conclusion

The final letter is stronger because it is based on the information that can actually be supported. It
connects the applicant’s background with the purpose of patient financial advocacy without inventing
achievements or copying the employer’s website language. (MAHEC, 2026a; MAHEC, 2026b)

The reflection also shows that professional writing is partly an exercise in judgment: deciding what
belongs, what needs to be checked, and what should be left out when the evidence is not available.
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