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Hardworking, organized, Radiology Receptionist professional with a proven 
background delivering sensible radiology technology solutions on time and under 
budget while working as a team member or team leader, etc,.

EXPERIENCE

Radiology Receptionist
ABC Corporation - MAY 1999 – SEPTEMBER 1999

 Responsible for providing administrative and clerical support by 
answering phone calls, directing a patient to the proper person who 
was responsible for that patients care.

 Utilized, automated computer programs to account for patients 
records and maintained extremely accurate records and 
documentation by filing them accordingly.

 Read and became extremely knowledgeable of the ICD-9 Codes, 
Medicare Insurance Program.

 Worked with patients insurance companies and treated patients 
record(s) for payment.

 Provided professional customer service by scheduling routine 
appointments and/or follow-up appointments for patients.

 Handled patient requests, researched problems, and assisted in 
developing solutions.

 Referenced will be made available upon invitation.

Radiology Receptionist 
Delta Corporation - 1994 – 1999

 Duties Provided customer service to patients, physicians, and medical
support personnel.

 This included appointment scheduling, providing procedure prep 
information, insurance verification, answering phones, maintenance 
of patient records, .

 Processed requisitions for radiology exams Scheduled other patient 
exams (Nuclear Medicine, endoscopic exams, CAT Scans, etc.).

 Scheduled appointments for multiple procedures in a high volume 
radiology facility.

 Ensured that prior authorization/referrals are obtained prior to 
appointment Understanding of Insurance requirements and coverages
Registered.

 Mechanicsville, VA Coordinated with the radiologist to call in on-call 
technicians for emergency cases.

 Ive served as a liaison between patients and technicians to assist 
patients with having the proper paperwork filled out before exams.
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EDUCATION

 GED

SKILLS

Microsoft Word, Customer Service, Administrative Skills.
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