
Robert Smith 
Nursing Unit Secretary

PERSONAL STATEMENT

Nursing Unit Secretary with 3+ years of experience in Possessing the 
knowledge, skill, and attitude necessary to meet patients physical, 
psychological and social needs with the growth and development levels and
patient populations served within the department, and also Participating in 
unit compliance as related to established standards.

WORK EXPERIENCE

Nursing Unit Secretary
ABC Corporation -   June 1981 – November 1984 

Responsibilities:

 Performed routine patient care procedures, including but not limited to 
monitoring vital signs, collecting specimens, measuring height and 
weight, intake and output, pulse oximetry, glucose monitoring.

 Maintained a safe patient care environment.
 Adhered to infection control policy including but not limited to hand 

washing standards.
 Reported to nurse any changes in patient condition or behavior.
 Reported any abnormal vital signs to nurse including temperature, 

pulse, respirations, blood pressure and pulse oximeter.
 Reported blood glucose results to nurse upon completion.
 Provided timely documentation of patient care activities in the 

electronic medical record.

Nursing Unit Secretary
Delta Corporation -   1979 – 1980 

Responsibilities:

 Demonstrated customer service, greeting visitors, determining their 
needs and directing or escorting them to their destinations.

 Performed general office duties, using office equipment, answering 
telephone, ordering supplies, and maintaining database systems, and 
computer-based .

 Scheduled patients medical screenings and following up to obtain 
results.

 Maintained patient records, responding to priority issues and relaying 
patient records to other treatment facilities.

 Served as a point of communication between pregnant substance mis-
using patients and various staff including, nurses, providers, mental 
health .

 Monitored patient behavior and general patient care Clerical 
responsibilities including receiving and transcribing physicians orders, 
filing/.

 Ordered supplies and meals for patients Intake and discharge 
processing for patients.
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CONTACT DETAILS

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

SKILLS

Microsoft Office, Nursing.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

High School Diploma - (Escondido High School - Escondido, CA)
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