
Robert Smith
Medical Records File Clerk

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Valuable, dependable team player able to multi-task and work in a fast paced environment. Quick 
learner and a hard-working individual that can work well with all levels both Internal and External. 
Looking to find a career with a company that not only can grow and expand but help with the 
growth and expansion of the company itself.

SKILLS

Microsoft Office, Marketing, Direct Sales, Medical Billing, Medical Terminology.

WORK EXPERIENCE

Medical Records File Clerk
ProHealth Ambulatory Surgery Center  July 2008 – 2020 
 Assembled medical records (an average of 20 per day) in the order established by the center 

assuring every necessary document is physically apparent.
 Ensured the safety and security of all medical records.
 Responsible for maintaining a system of accountability for chart location.
 Managed the release of medical record information to physicians, patients and patient 

representatives.
 Ensure the completeness of medical records as related to signatures, history and physicals, 

and operative reports.
 Followed up with appropriate physicians or other personnel to ensure that deficiencies are 

corrected.
 Worked in conjunction with responsible personnel by communicating effectively regarding 

final audit and verification and address the completion status.

Medical Records File Clerk
Delta Corporation  2006 – 2008 
 Retrieve charts for daily schedule Perform Release of Information Scan records into EMR 

system.
 Part time Medical records release, file clerk.
 Keeping track of all the medical records; Pulling medical records for doctors; Answering 

phones and filling requests for patients records;.
 Handled confidential medical records Pulled and updated medical records under direction of 

medical personnel Provided phone and front desk support.
 Handled confidential medical records Pulled and updated medical records under direction of 

medical personnel Provided phone and front desk support.
 Organized medical charts and files Created new patient charts.
 Answered multi-line phone, directed calls and performed medical data entry using Medi-tech 

software - Organized and filed patients medical .

EDUCATION

Master's Degree in Library Science - 2009(CUNY Queens College - Flushing, NY)
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