
Robert Smith 
Billing And Insurance Clerk

PERSONAL STATEMENT

Seeking position within an organization that can fully utilize skills to 
achieve their business needs and objectives.Typing, Data Entry Strong 
analytical and organizational skills Excellent Interpersonal skills, phone 
manner and office etiquette.

WORK EXPERIENCE

Billing And Insurance Clerk
ABC Corporation -   August 2007 – May 2010 

Responsibilities:

 Responsible for billing of all insurance accounts, as well as, the tracing 
and logging of corresponding information into patients record.

 Managed the upfront office greeting patients, answering phones, and 
maintaining a professional office atmosphere.

 Handled the opening of contracts and discussion of all financial issues 
with patients.

 Acted as second in charge when manager was out of office.
 Direct liaison between doctors and insurance companies.
 Traveled to different offices to ensure all billing and tracing logs were up

to date.
 Took the initiative created a shortage log to keep track of shortages and

overages that was adapted and implemented for the whole company.

Insurance Clerk
ABC Corporation -   2003 – 2007 

Responsibilities:

 Phones call center; answering routine questions; finding customer 
service representatives to help with more complex calls; transferring 
misdirected calls to the correct branch of the company; calming angry 
or anxious customers; referring complaints to management; and taking 
and delivering messages.

 Some outgoing calls to customers or other businesses.
 General office work such as filing and copying with high accuracy and 

timeliness.
 Mail sorting and delivery.
 Organized my schedule through Microsoft Office Calendar.
 Handled keeping track of and ordering supplies, and routine 

maintenance of faxes, copiers, and printers.
 Was in charge of training many clerks, both rookies in general duties, 

and experienced clerks in specialized tasks..

Education

HSIS in Healthcare Administration/Insurance - 2010(TechSkills - 
Mesa, AZ)
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CONTACT DETAILS

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

SKILLS

Attended Leadership 
Hartselle, Mastered skills
in team building for 
maximum productivity., 
Presentation Skills in 
front of large audiences, 
one on one evaluation 
skills, letter writing, 
advertisements, filing 
and the proper way to 
answer a phone.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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