
Robert Smith 
Office Manager/Chiropractic Assistant

PERSONAL STATEMENT

Competent and Level-headed Office Manager/Chiropractic Assistant with 
more than 10 years of experience assisting in providing quality patient 
care. Exhibits calm and effective demeanor in extremely difficult and 
stressful situations. Demonstrates a strong belief in the importance of 
companionship and support in patient care. Skill Highlights: Wellness 
Promotion, Patient Assessment, Excellent Patient Care Management, 
Mobilization Support, X-Ray Performance And Development, Therapy 
Equipment Operation, Conflict Resolution, Team Player, Detail Oriented, 
Coaching, PC Proficient, Great Multi-tasking

WORK EXPERIENCE

Office Manager/Chiropractic Assistant
ABC Corporation -   2015 – Present 

Responsibilities:

 Assisting in-patient treatment through prescribed exercise regimens and
strength training programs.

 Maintaining detailed patient records to ensure proper care of patients, 
progress monitoring and ensures all concerns are met.

 Responding quickly and efficiently to the physical, emotional and 
developmental needs of patients.

 Performing clerical duties, such as word processing, data entry, 
answering phones and filing, as needed.

 Supporting duties for diagnostic and technical treatment procedures, 
such as setting up and operating special medical equipment and 
apparatus.

 Assisting in providing a comforting and soothing environment for 
patients.

 Performing direct patient care aimed at increasing comfort, psycho, 
social and spiritual well-being by providing assistance with personal 
hygiene, physical comfort, nutrition, elimination, prevention of skin 
breakdown, rehabilitation and safety.

Chiropractic Assistant
ABC Corporation -   2009 – 2015 

Responsibilities:

 Performed and developed X-rays (manual), assisted in-patient treatment
through prescribed exercise regimens and strength training programs.

 Maintained detailed patient records to ensure proper care of patients, 
progress monitoring and ensures all concerns are met.

 Responded quickly and efficiently to the physical, emotional and 
developmental needs of patients.

 Composed monthly bulletin boards with keys to staying healthy and 
active.

 Performed clerical duties, such as word processing, data entry, 
answering phones and filing, as needed.

 Supported duties for diagnostic and technical treatment procedures, 
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SKILLS

Well Organized, 
Compassionate, 
Dedicated, Committed 
Team Player, Quick 
Learner, Leadership 
Experience, Hard 
Working, Perseverant, 
Organized, Strong 
Communication

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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such as setting up and operating special medical equipment and 
apparatus.

 This is Dummy Description data, Replace with job description relevant 
to your current role. In case if you dont need it you can delete it.

Education

Bachelor Of Science in Health Education And Promotion - 2008 (the 
University Of Arkansas At Little Rock - Little Rock, AR)Bachelor Of 
Science in Psychology - (Philander Smith College - Little Rock, 
AR)Bachelor Of Arts in Business Administration - (Lewis University - 
Romeoville, IL)
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