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To obtain an ER Unit Secretary position where I can utilize my education and years of 
customer service, management, organization and communication skills.

EXPERIENCE

ER Unit Secretary
ABC Corporation - DECEMBER 2006 – DECEMBER 2007

 Required to sign in patients using their personal information, and 
reason for seeking medical attention at the front window of the 
registration area.

 Copied and documented personal information, such as insurance/I.D.
 Directed patients and visitors to the area they requested, and would 

help to escort them to the room they were being placed.
 Reported immediate need cases to either the triage, or the charge 

nurse.
 Entered patient orders into a Meditech system, called for procedures 

such as x-ray, respiratory, ultrasound, lab draw, and admission into 
the hospital.

 Contacted other facilities to receive patient records, and to bring the 
doctors requested physician on the line.

 Assisted the nurse with retrieving supplies, and transporting patients 
to other floors.

ER Unit Secretary 
Delta Corporation - 2004 – 2006

 Responsible for all aspects of emergency room, and ICU operations.
 Providing patient services to include, answering phones, check in/out 

of patients.
 Collecting copays, coinsurance, and deductibles.
 Accurately inputting patient data, and verifying insurance eligibility.
 Responsible for being the first point of contact for patients and 

visitors to the hospital.
 Am responsible for answering the telephone and nurse call system at 

the nursing station, directing calls and relaying information.
 My duties include all clerical operations and organization of the 

emergency care nursing station while performing various duties in 
support of the .

EDUCATION

 BS In Education
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SKILLS

Clerical, Customer Service, Multi-Tasking, Prioritizing, Data Entry, Computer , 
Electronic Medical Records.
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