
Robert Smith 
Medical Records Receptionist

PERSONAL STATEMENT

Two and a half years of experience practicing medical scheduling in a 
primary care setting, providing a comprehensive collaboration of all outside
medical appointments, and eight years of experience performing clerical 
duties. Seeking an opportunity that will foster growth and development.

WORK EXPERIENCE

Medical Records Receptionist
ABC Corporation -   April 1996 – December 1998 

Responsibilities:

 Answer multi-phone lines.
 Also would transfer calls to other clients.
 Made copies of doctors reports on parents as well as delivering charts to

the floors And delivering doctors mail to their mailboxes.
 Handled the surgery schedules.
 Gathered patient information by collecting demographic information 

from a variety of sources.
 Maintained record availability by processing charts into the department.
 Maintained patient confidence by keeping patient records information 

confidential.

Medical Records Receptionist
Delta Corporation -   1994 – 1996 

Responsibilities:

 Audit patient charts in compliance with regulatory requirements Assist 
nurses, social worker and other departments heads with diversified 
tasks .

 Assisting Rns and medical staff with patient charts and also scheduling 
intake appointments as well as out patient appointments.Also 
answering front .

 Receptionist - Sending and retrieval of medical records to and from 
other medical facilities; multiple phone lines Medical Records - 
Electronic .

 Greet patients as they arrive for their exams and obtain necessary on-
site paperwork such as insurance cards, screening forms, and consent 
forms .

 Greet patients and visitors Answer multiple phone lines Enter patient 
information in the patient database Order supplies for the department.

 Copying files for attorneys to be used for workers compensation, 
disability, and other legal matters Provided excellent customer service 
to internal .

 Answer phones, greet visitors, typing, filing and computer work,.
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CONTACT DETAILS

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

SKILLS

Data Entry, Windows, 
Multi-line Phone system, 
Cashier/Cash.

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

Associates in Medical Billing and Coding - 2005(Herzing College - 
Akron, OH)
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