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To secure employment in which my skills will be utilized to provide the highest 
quality of service. The opportunity to join a growing organization that has need for a 
dependable and honest person. Communicating these concerns through incident 
reports and through the chain of command in the Emergency Department. 
Administering medications, and assisted in other direct patient care activities.

EXPERIENCE

Patient Flow Coordinator
ABC Corporate - DECEMBER 2007 – 2022

 Operated office machines, such as photocopiers and scanners, 
facsimile machines, voice mail systems, and personal computers.

 Answered telephones, direct calls, and take messages.
 Maintained and updated filing, inventory, mailing, and database 

systems, either manually or using a computer.
 Communicated with customers, employees, and other individuals to 

answer questions, disseminate or explain information, take orders, 
and address complaints.

 Computed, recorded, and proofreaded data and other information, 
such as records or reports.

 Completed work schedules, manage calendars, and arrange 
appointments.

 Reviewed files, records, and other documents to obtain information to
respond to requests.

Patient Flow Coordinator 
Delta Corporation - 2002 – 2007

 Operate telephone switchboard to answer, screen, or forward calls, 
providing information, taking messages, or scheduling appointments.

 Greet persons entering establishment, determine nature and purpose 
of visit, and direct or escort them to specific destinations.

 Transmit information or documents to customers, using computer, 
mail, or facsimile machine.

 Hear and resolve complaints from customers or the public.
 File and maintain records.
 Provide information about establishment, such as location of 

departments or offices, employees within the organization, or 
services provided.

 Receive payment and record receipts for services.
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EDUCATION

 High School Diploma

SKILLS

Microsoft Office, Customer Service, Cashier, Healthcare, Dispatch.
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