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As a Nursing Unit Secretary, responsible for Participating in the maintenance of 
the patient care environment, including but not limited to cleanliness and 
orderliness of room, filled water pitchers (when appropriate), suction set ups on 
the wall with regulators, Supporting customers service and performance 
improvement goals for the department.

JUNE 1980 – NOVEMBER 1994
NURSING UNIT SECRETARY - ABC CORPORATION

 Answered patient call signals, signal lights, bells, or intercom systems to 
determine patients needs.

 Recorded vital signs, such as temperature, blood pressure, pulse, or respiration 
rate, as directed by medical or nursing staff.

 Answered telephones and give information to callers, take messages, or transfer
calls to appropriate individuals.

 Created, maintained, and entered information into databases.
 Performed various clerical or administrative functions, such as ordering and 

maintaining an inventory of supplies.
 Transcribed doctors orders Maintain patient charts Work with various hospital 

departments to coordinate patient care, transfers, surgeries, discharge.
 Able to complete charts in a very timely manner while answering phones and 

directing them appropriately.

1975 – 1980
NURSING UNIT SECRETARY - DELTA CORPORATION

 Manages the clerical duties, equipment and supply inventories in the 
department Acts as the receptionist and central communicator to the 
department .

 This also helped me learn a lot of medical terminology, identify doctors orders 
and heightened my fast-thinking skills due to the fast paced .

 Used The skills that I demonstrated in this position was administrative, 
customer service, clerical, time management, computer, sales, .

 Transcribing and completing doctors orders, scheduling patients for lab draws, 
diagnostic testing, surgeries, billing, answering phones, filing, .

 Compiled and kept organized patient records Maintained daily records of 
census, nursing assignments, and doctors schedules answer phones and page .

 Accomplishes operations and organization mission by completing related results
as needed.

 Updates job knowledge by participating in educational opportunities; reading 
professional publications.
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EDUCATION

High School Diploma

SKILLS

Microsoft Office, Medical Terminology, Spss, Fluent In Spanish.
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