
Robert Smith
Medical Records Administrator

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

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Looking to find employment in a challenging, yet rewarding upbeat atmosphere using my 
education and acquired skill set. As you will notice, I have experience in several different aspects 
of the business. Having a variety of career opportunities has given me the versatility to be able to 
support employers in multiple contexts throughout an office.

SKILLS

Customer Service, Event Planning, Data Entry, Typing, Administrative Assistant, Medical Records, 
Appointment Scheduling, Hipaa, Phones, Transcription, Travel Arrangements, Word.

WORK EXPERIENCE

Medical Records Administrator
ABC Corporation  2012 – 2013 
 Completed medical records required reports.
 Managed all records requests, medical records storage, and assist in medical records audit.
 Completed daily admission reports and ensuring that all admissions have an appropriate 

medical records submitted.
 Ensured the confidentiality of records throughout the storage, disposition, and transportation 

processes.
 Understood HIPAA regulations.
 Reviewed all intake forms, assessments, progress notes and other paperwork to ensure that 

all areas have been completed accurately.
 Notified of errors are sent via email to clinical staff for correction.

Medical Records Administrator
Delta Corporation  2008 – 2012 
 Oversaw receptionist area, including greeting patients and visitors Compiled and maintained 

all patients charts Responsible for all follow-up for .
 Perform varies tasks to maintain current and accessible records to ensure patient 

confidentiality and an organized office flow Support medical staff .
 Managed 15 staff members by assigning daily work assignments, training, and administrative 

functions Networked with all medical records clinics in .
 Coded physicians encounters Scrubbed returned claims submitted with coding errors Advised 

billing department on any issues with claims and coding .
 v Provide patients with a crucial medical service while having little or no contact with them.
 v Verify that health information is complete by assembling and maintaining patients health 

records.
 v Manage health information data by ensuring its quality, accuracy, accessibility, and security

in both paper and electronic systems.

EDUCATION

Medical Administrative Assistant
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