
Robert Smith 
Administrative Coordinator/Front Office 
Receptionist

PERSONAL STATEMENT

I experienced customer service for about 6 years and I truly loved and 
passionate on what I do specially my job. I have never had a bad 
experience with a customer. I'm very friendly and a people person but I am 
also responsible and have never failed at my job. I graduated and got my 
Dental certificate in 2015. I'm recently working front office check in at 
Casas Adobes Oral Surgery.

WORK EXPERIENCE

Administrative Coordinator/Front Office Receptionist
ABC Corporation -   October 2013 – July 2015 

Responsibilities:

 Answer telephones and direct calls to appropriate staff.
 Schedule and confirm patient diagnostic appointments, surgeries, or 

medical consultations.
 Greet visitors, ascertain purpose of visit, and direct them to appropriate 

staff.
 Operate office equipment, such as voice mail messaging systems, and 

use word processing, spreadsheet, or other software applications to 
prepare reports, invoices, financial statements, letters, case histories, or
medical records.

 Interview patients to complete documents, case histories, or forms, 
such as intake or insurance forms.

 Compile and record medical charts, reports, or correspondence, using 
typewriter or personal computer.

 Perform bookkeeping duties, such as credits or collections, preparing 
and sending financial statements or bills, and keeping financial records.

Front Office Receptionist
ABC Corporation -   2010 – 2013 

Responsibilities:

 This position is for front office receptionist.
 Answer the phones, check in all patients and collect copays.
 With Texas Oncology we use a program called misys and iknowmed.
 Deal with high patient volume and a large amount of phone calls per 

day.
 Checking in patients includes verifying if they owe a copay or balance 

and collecting it, making sure the patients insurance has not changed 
and making sure the correct appointments are scheduled for that day.

 Also help with scheduling, this includes in house appointments as well 
as referrals or testing that needs to be scheduled out of the office.

 Love being able to interact with different people every day..
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Cash Register, Microsoft 
Applications, Call 
Center,.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

Nursing - (GEORGIA STATES UNIVERSITY - Atlanta, GA)
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