
Robert Smith 
Radiology Receptionist

PERSONAL STATEMENT

To establish a long-term career in a company where I may utilize my 
Radiology Receptionist professional skills and knowledge to be an effective 
radiology skills and inspiration to those around me.

WORK EXPERIENCE

Radiology Receptionist
ABC Corporation -   May 2003 – January 2003 

Responsibilities:

 Greeted patients in the waiting area, Registered patients by checking 
them in/out of Meditech.

 Planned patient appointments by phone.
 Provided patients with preps and instructions for each exam scheduled.
 Dropped orders for each exam, Registered patient for lab work by 

dropping the order in the Meditech system.
 Translated when needed and witness events performed by male techs.
 Provided doctors with reports by phone and help doctors by providing 

films when needed by setting them up for the radiologist to read.
 Filed Numerical and Alphabetical patient film charts and provided 

patients with copies of their X-ray films.

Radiology Receptionist
Delta Corporation -   1998 – 2003 

Responsibilities:

 Would check in patients, take calls from different doctors, communicate 
with the radiologist with making CDs, and putting certain information in.

 Scheduled appointments, gave out pre-appointment information, 
greeted patients, hung mammograms, and maintained filing system.

 Learned customer service Gained medical knowledge Learned how to 
work in a fast, high volume area.

 Answered multi-telephone line system Scheduled patients for radiology 
procedures, maintained excellent filing systems, greeted and assisted 
visitors.

 Register patients, Explain procedures, chart filing, fax reports to Dr.
 Offices, and answer multiple phone lines.
 Scheduling radiology exams, entering patient data, communicating with

physicians and nursing staff, a brief observation of exams.

Education

Diploma In Radiology
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SKILLS

Communication Skills, 
Problem Solving Skills, 
Translate, Multitasking.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
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Name)
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