
Robert Smith
Medical Billing Clerical Support

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Self-directed and can handle multiple projects simultaneously. I possess a high level of 
confidentiality and maintaining confidential and/or sensitive information. I have excellent verbal 
and written communication skills. I am also skillful in organizing materials and correspondence. I 
actively and aggressively pursue problems, concerns and inquiries throughout the department, 
Transcription, and various software applications, such as PeopleSoft Student Administrator and the
Microsoft Office applications along with organizational and clerical functions.

SKILLS

Windows 2010; Microsoft Word, Excel, PowerPoint, Access, Publisher, Adobe Illustrator; Outlook 
Express; PeopleSoft Student Administrator; Scanning Technology: HTML; Internet Proficient; Type.

WORK EXPERIENCE

Medical Billing Clerical Support
ABC Corporation  2004 – 2008 
 Taking care of multipliable phone system, faxing, coping, multi-tasking, performing 

computerized data entry procedures along with providing excellent customer service skills.
 Maintain expense reports, travel expenses and reports on demand.
 Created reports and general correspondence for all employees in the required departments.
 Provided students with assistants on class and college information.
 Assisted in reviewing of time-sheets and prepare attendance reports for payroll processing.
 Input all inquiries and applications for prospective students.
 Responsible for implementing a work schedule for all employees of the Student Service 

Excellence Center.

Clerical Support
ABC Corporation  1999 – 2004 
 Duties included Answering phones, taking and relaying messages for four stores.
 Entering temporary tag logs, handling all in going and outgoing fed ex documents.
 Entering data involving confidential financial car deals into car logs for four stores.
 By using my people skills I was able to greet and direct all incoming and outgoing traffic with 

a friendly attitude.
 Also monitored all incoming and outgoing calls for solicitation and screened for the owner and

general manager.
 .I also preformed filing and office duties by making sales folders and organizing paperwork.
 Supervisor Tonia Teers.

EDUCATION

Master of Science in Human Resource Management and Development - 2012(National-Louis 
University - Chicago, IL)
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