
Robert Smith
Physician Office 
Assistant/Representative

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Position where extensive computer skills will be utilized. Grow along with the company and 
develop better strategies toward a more efficient way of analytics. Furthermore, seeking a position
where one could assist coworkers, and help as much as one can to make a better, safer and more 
efficient department

SKILLS

Microsoft Office,Computer Skills, Typing 50 Wpm, Communication Skills, Team Building, Team 
Leadership.

WORK EXPERIENCE

Physician Office Assistant/Representative
ABC Corporation  November 1998 – March 2003 
 Answers telephones, routes callers, takes messages and provides routine information to 

callers.
 Greets and registers patients in accordance with established policies and procedures.
 Schedules patient appointments within established parameters.
 Performs various duties for effective check-in and check-out of patients.
 Prepares schedules and encounter forms for visits and handles walk in patients in the 

appropriate manner.
 Ensures that Race, Ethnicity and Language is documented as appropriate.
 Processes patient charge, performs charge entry, collects copays, deductibles and account 

balances, monitors, and registration edits.

Physician Office Assistant/Representative
ABC Corporation  1996 – 1998 
 Answering telephones, routes callers, take messages and provide routine information to 

callers.
 Greet and register patients in accordance with policies and procedures.
 Schedule appointments and reschedule appointments.
 Schedule appointments with patients in other provider offices including correct processing of 

necessary referral forms, pre-authorization forms, test instructions patient benefit verification 
and transfer of patient information.

 Also, perform various tasks.
 Comply with all HIPPA rules and regulations..
 This is Dummy Description data, Replace with job description relevant to your current role.

EDUCATION

Diploma
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