
Robert Smith 
Medical Office Specialist/Referral Coordinator

PERSONAL STATEMENT

Experienced service as trusted resource to physicians, patients and 
hospitals. Strong knowledge in medical terminology and customer service 
and willing to contribute my skills and expertise where needed. Bilingual in 
Spanish-Read or Write and can multitask. Willing to contribute my 
knowledge and promote within.

WORK EXPERIENCE

Medical Office Specialist/Referral Coordinator
ABC Corporation -   July 2002 – December 2006 

Responsibilities:

 Greet patients and schedule appointments, answer telephone calls from
pharmacists verifying prescriptions, laboratories reporting results, 
hospitals reporting on inpatients or scheduling surgeries and other 
medical clinics making referrals.

 Reviews medical records for completeness, assemble records into 
standard order, and files records in designated areas according to 
applicable alphabetic and numeric filing systems.

 Files processed labs, pathology reports, and loose correspondence into 
patient records once physician has reviewed and signed appropriately.

 Respond to requests for information from files according clinics policies 
and procedures.

 Maintains alphabetic filing system by organizing patient records on 
shelves to ensure records are readily accessible.

 Answers calls from Clinical staff pertaining to medical records.
 Completes, mails, faxes, and files physicians transcription 

documentation.

Medical Office Specialist
ABC Corporation -   November 1999 – May 2000 

Responsibilities:

 Welcome patients and visitors by greeting patients and visitors 
answering or referring inquiries.

 Keep records and perform other clerical duties in office, such as medical
data entry into health information system, collecting data from various 
sources, maintaining electronic records and logs, running reports, filing 
paperwork, and operating office equipment.

 Schedule appointments answer telephone from pharmacists verifying 
prescriptions, laboratories reporting results, hospitals reporting on 
inpatients or scheduling surgeries and other medical clinics making 
referrals.

 Maintains patient accounts by obtaining, recording, and updating 
personal and financial information.

 Organizing and maintaining the front desk environment clean, maintain 
forms and office supplies required for front desk stocked.

 Monitor waiting rooms, assist patients with check-ins or check- outs and
answer questions.
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CONTACT DETAILS

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

SKILLS

Microsoft Word, Excel 
and Powerpoint. CLS 
trained, CPR & First Aide 
Certified, Phlebotomist, 
Medical Assistant, EKG 
technician.

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/


 Coordinate supply deliveries and arrange pharmaceutical representative
appointments.

Education

License L VN - (Schreiner University - Kerrville, TX)
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