
Robert Smith 
Medical Documentation Specialist

PERSONAL STATEMENT

Versatile skilled Medical Documentation Specialist professional with 
extensive years of experience in commercial real estate, customer service, 
accounts payable, data entry, and assets recovery. Great communication 
skills, detail oriented, and a reputation for forming productive relationships 
with diverse individuals and a Team Player.

WORK EXPERIENCE

Medical Documentation Specialist
ABC Corporation -   February 2014 – 2020 

Responsibilities:

 Received the intakes daily and open up the patient in the database and 
answer the questions for that piece of equipment and send out the 
script electronically to the doctor related to that patient.

 Received the scripts from the inbound faxes and review the script 
signed by the doctors.

 Received and reviewed and is acceptable, it then gets logged and the 
invoice drops and gets billed to the various insurances, such as 
Medicare, BCBS, Private, and Medicaid.

 Reviewed the pending CMN report and begin to call the doctors to 
inquire about the status of the signed script If the doctor states that he 
is no longer the doctor for that patient, pull the chart and call the 
patient or the contact person and find out who the patient new doctor is
and resend the script.

 Assisted the various departments when looking for a chart or intake for 
a patient.

 Assisted every department throughout the company with adjustments, 
corrections of files and documents.

 Evaluated &amp; validated patient documents for multiple insurances.

Medical Documentation Specialist
Delta Corporation -   2010 – 2014 

Responsibilities:

 Confirmer Verified and confirm that orders were properly imputed into 
the Brightree database.

 Handled delivery tickets, Assignment of Benefits/Advance Beneficiary 
Notices.

 Confirmed serial numbers and delivery of medical equipment.
 Processed Blue Cross and Blue Shield electronic payments.
 Prepared the month-end financial reporting for contracted hospitals.
 Work in conjunction with medical offices each day to obtain physician 

signed medical documents.
 Effectively communicate with nurses and medical assistants and 

provide guidance in following Medicare and Medicaid requirements in 
medical.
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CONTACT DETAILS

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

SKILLS

General Office, Quality 
Control.

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

Bachelor Of Science In Sociology
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