
ROBERT SMITH
Order Entry Representative/Executive
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Receive and process incoming orders for materials, merchandise, classified ads, or
services such as repairs, installations.

2013 – 2015
ORDER ENTRY REPRESENTATIVE/EXECUTIVE - ABC CORPORATION

 Reviewed to Perform data entry of ICD-9 codes, patient demographics, and 
insurance information.

 Compared and reconciled tests ordered on laboratory requisition to 
prepopulated data in the billing system.

 Reviewed orders and records to assure accuracy.
 Maintained production level for data entry of approximately 50-60 per hour.
 Maintained an error rate for data entry of less than 1%. Reviewed and corrects 

eligibility rejections.
 Remained current on major insurance plans including Medicare and 

distinguishes the difference between plan types to include HMO, PPO.
 Provided lab reports and lab requisitions as requested by United Healthcare and 

Humana.

2008 – 2013
ORDER ENTRY REPRESENTATIVE - ABC CORPORATION

 Ensured customers were satisfied by following quality guidelines and 
department procedures to efficiently answer calls and place customer orders, 
input and verify on-line data, up sell products and answer customer questions.

 Highlights Communicate effectively with customers.
 Establish strong relationships to gain support and effectively achieve results.
 Provide timely, courteous and knowledgeable responses to customers; place 

orders, transfer calls, update account information.
 Earn excellent marks on performance reviews, with excellence in areas 

including work volume, accuracy and quality; ability to learn and master new 
concepts; positive work ethic; and committed to providing unsurpassed service.

 Seasonal Team Assistant Lead Responsible for training new employees on 
processes and procedures as well as best practices.

 This is Dummy Description data, Replace with job description relevant to your 
current role.

EDUCATION

Medical Billing and Coding - 2011(Virginia College)
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SKILLS

Organization Skills, Decision Making Skills.

2


	2013 – 2015
	Order Entry Representative/Executive - ABC Corporation
	2008 – 2013

	Order Entry Representative - ABC Corporation
	Education
	Medical Billing and Coding - 2011(Virginia College)

	Skills

