
HIM Clerk

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

A reliable, detail-oriented individual, looking forward to working in a challenging position with a 
successful team that provides an opportunity for me to grow professionally and personally and 
allows to use strong professional and customer service skills. To become a valued asset to a 
successful company is both my immediate and long term goal.

Skills

Excellent Organizational, Customer Relations & Excellent Leadership Skills Telephone Answering, 
Data Entry and Filing.

Work Experience

HIM Clerk
CHOC Hospital  August 2007 – 2019 
 Maintained and updated patient records which included medical history treatment and 

examination.
 Filing and storing records as well as releasing patient medical records Confer with doctors and

other healthcare workers to ensure that patient records display the most updated information.
 Transcription Handled day to day work flow ensuring timely and accurate dissemination of 

dictated information and tracking completion of operative reports into the system.
 Department liaison with house staff for the full completion of their undictated records.
 Responsible for the data in softened and other application.
 Corrected dictations from physicians and residents into word processor for discharge 

summaries, operative reports, and clinic notes.
 Reconciled daily transfer of discharge summaries and operative reports from the transcription

software to CHOC system.

HIM Clerk
Samaritan Behavioral Center  2003 – 2007 
 Responsible for the filing and patient chart administration.
 Communicate with Physicians verbally, written and/or face to face regarding the status of 

their patient records.
 Represented the hospital by taking calls from patients, s guardians, referring hospitals and 

the court system regarding their medical records.
 Responsible for processing requests, including pull charts and copying the files for 

distribution.
 Daily back-up receptionist for front desk operations, which included answering a busy phone 

line, assisting the callers and directing the calls to the appropriate department and/or 
individual.

 Greeting guests and patient families and directing them appropriately.
 Quick study Organized, timely and efficient in all task and assignments Provide a high level of 

customer service.
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Education

- (Cypress College - Cypress, CA)
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