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Address: 1737 Marshville Road, Alabama

SUMMARY

Radiology Receptionist for over 8 years providing admission and registration services to patients 
in the emergency department and outpatient centers. I am a team leader with excellent customer
service and communication skills responsible for providing general supervision and direction to 
staff. A strong background in training end users on Epic software and applications in the 
playground module.

SKILLS

Microsoft Office, Languages, Data Entry, Customer Service.

WORK EXPERIENCE

Radiology Receptionist
ABC Corporation  July 2005 – October 2006 
 Assisted Radiology staff with procedures, developing plain films, data entry of all previous 

Xrays from paper format into electronic medical records (EMRs).
 Processed medical record requests and sending films and or reports.
 Aided to the Radiologist by retrieving printed films or in-house jackets.
 Consolidated Patients for personal medical advisory and preventative health care in order to 

ensure proper and consistent with follow up physician.
 Managed the outpatient computer data entry check-in process for the Emergency Room, MRI, 

and Ultrasound departments.
 Checked and assisted patients to their appointments.
 Communicated with various Radiology areas if problems should arise.

Radiology Receptionist
Delta Corporation  2004 – 2005 
 Filed and updated patient documents and demographics via Microsoft word and Excel 

Organized results from X-Ray Exams Methodically and vigilantly.
 Called other medical facilities regarding patient information or orders.
 Job duties included entering patient information as they arrived for appointments, scanning 

insurance cards, and entering into the system.
 Greet visitors, ascertain the purpose of visit, and direct them to appropriate staff.
 Answer telephones and direct calls to appropriate staff.
 Greet/check-in patients, comply with insurance, schedule procedures, obtain labs and orders, 

answer phone calls, multitask, assist techs.
 Answering Phones Charting Faxing Reports Putting orders in the computer Filing Some 

Scheduling Skills Used Had to pay extreme detail to chart.

EDUCATION

Bachelor of Science in Psychology - March 2015(Grand Canyon University)
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