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Accomplished, achievement-driven and results-oriented professional with 
excellent customer service skills seeking employment as an administrative 
assistant. Performs administrative support work providing assistance to the public,
and receiving and routing calls

APRIL 2004 – OCTOBER 2005
FRONT OFFICE SECRETARY I - ABC CORPORATION

 Collect co-pays, schedule new patient appointments, and clinic follow-ups.
 Answered all incoming calls to the clinic and took detailed messages for staff.
 Ran errands for an administrator when needed and other physician 

assignments.
 Coordinated appointment itineraries for VIP patients for an International 

Wellness Program.
 Accompanied patients to their doctors appointments, note-taking, assisted as 

translators among the physicians and our patients.
 Prepared and entered patients billing into the Quicken program for payment.
 Managed front desk phone to direct, answer, handle all seniors visitors.

2000 – 2004
FRONT OFFICE SECRETARY - DELTA CORPORATION

 Maintained a welcoming environment for patients Managed patient billing and 
payment plans Organized patient paper work such tests reports, insurance .

 Operate office equipment such as fax machines, copiers, and phone systems, 
and use computers for spreadsheet, word processing, database management, .

 Greet visitors, parents, students and callers, handle their inquiries, and direct 
them to the appropriate persons according to their needs.

 Open, read, route, and distribute incoming mail and other material and answer 
routine letters.

 Answer Phones Check In/Out Patients Referrals Schedule Appointments Verify 
Insurance Eligibility Schedule Procedures/Testing.

 Duties include scheduling and checking in/out patients, follow up phone calls, 
filing, faxing, scanning, answering phones, ordering and organizing, .

 Interfaced with customers, vendors, staff.

EDUCATION

Nursing Pre-Requisites - 2006(San Antonio College)
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SKILLS

Medical Administrative, Office Assistant.
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