
Robert Smith
ER Unit Secretary

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

As an ER Unit Secretary, responsible for answering telephones and all inquiries in an attentive and
helpful manner using scripted greeting, notifying appropriate personnel of STAT orders 
immediately.

SKILLS

Bilingual Spanish, Communication Skills.

WORK EXPERIENCE

ER Unit Secretary
ABC Corporation  July 2008 – September 2011 
 Represented physicians by screening incoming telephone calls; recording and transmitting 

messages; arranging referrals to other health care providers; scheduling appointments for 
consultations, x-rays, lab tests, physical therapy, MRIs, CT scans, etc.

 Provided historical reference by developing and utilizing filing and retrieval systems; 
maintaining patient records.

 Maintained patient confidence and protects operations by keeping information confidential.
 Maintained office supplies inventory by checking stock; anticipating needs; placing and 

expediting orders.
 Verified receipt.
 Kept office equipment operating by following operating instructions; troubleshooting 

breakdowns; maintaining supplies; performing preventive maintenance; calling for repairs.
 Maintained quality results by following and enforcing standards.

ER Unit Secretary
Delta Corporation  2006 – 2008 
 Answered incoming calls, paged and routed calls to appropriate nurse or doctor, contacted 

labs and x-ray techs for tests needed to be performed, kept .
 Los Angeles, CA Metro Transit Authority, Bus Driver.
 Responsible for Answering phones and directing calls, organizing patients chart upon 

admission and taking apart upon discharge, entering doctors .
 Calling in patients, working closely with doctors and nurses, inputting drs orders, answering 

multi phone system calls, sending faxes and scanning .
 Received, screened and forwarded incoming phone queries Registered and admitted 

emergency room patients Managed and presented patient charts.
 Process new patient admission and discharges - High volume phone and fax - Contact doctors 

for consultations and new patient admissions.
 Creating charts, maintaining patient records, and organizing and taking apart patient charts 

after admittance and then after discharge.

EDUCATION

MS
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