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SUMMARY

Medical Records Processor is responsible for processing medical records that are received from 
patients and physicians. The Medical Records Processor processes the medical records in a way 
that the patient and physician can find them easily and quickly.

SKILLS

Attention to detail to ensure accuracy, Familiarity with medical terminology.

WORK EXPERIENCE

Medical Records Processor
ABC Corporation  January 1999 – January 2000 
 Verified accuracy of patient records.
 Prepared electronic medical records for submission to electronic health record systems.
 Created electronic medical record templates for use by other departments within the 

healthcare system.
 Organized and tracking medication orders.
 Coordinated patient clinic visits with providers.
 Organized appointments with providers and patients.
 Translated medical information into Spanish or other languages in order to better serve 

patients in Spanish speaking countries.

Medical Records Processor
Delta Corporation  1996 – 1999 
 Medical Record Organization Processed and organized medical records Maintained accuracy 

by organizing medical charts and files Recorded and entered .
 Creek, Ga Process incoming requests for medical records for various agencies including 

Lawyers, Government agencies, and many others.
 Ensuring accuracy of records processed.
 Maintain daily goals of processed record requests.
 Image Processing.
 Provided great Customer Service Alphabetical filing order, filed lab reports, and insurance 

verifications Gathered patient files for appointments, .
 Complied with HIPPA/OSHA policies regarding patient health information HIM administrative 

duties such as filing, faxing, copying, and answering phones.

EDUCATION

Criminal Justice
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