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Experienced medical office professional with over 10 years experience in working 
within clinical settings. Skilled in optimizing clinic workflows by managing patients
flows, physician schedules, and patient appointments. Strong administrative skills,
including inventory management, accounts receivable, and patient records 
management. Seeking to obtain employment with a highly respected healthcare 
organization dedicated to producing positive patient outcomes and delivering 
exceptional customer service.

MAY 2005 – SEPTEMBER 2015
REFERRAL SPECIALIST LEAD - ABC CORPORATION

 Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
 Answer telephones and direct calls to appropriate staff.
 Schedule and confirm patient diagnostic appointments, surgeries, or medical 

consultations.
 Receive and route messages or documents, such as laboratory results, to 

appropriate staff.
 Transmit correspondence or medical records by mail, e-mail, or fax.
 Perform various clerical and administrative functions, such as ordering and 

maintaining an inventory of supplies.
 Perform bookkeeping duties, such as credits or collections, preparing and 

sending financial statements or bills, and keeping financial records.

2004 – 2005
REFERRAL SPECIALIST - ABC CORPORATION

 I am involved with the contact payor position where I contact all insurances and 
check authorization status pertaining to Chemo Therapy, Radiology, Urology, 
Oncology, and Clinical Trials, resubmit authorization request if needed i.e.

 missing information, clinical notes, ICD-10 codes etc.
 Follow up with patient if procedure has not been authorized and their 

appointment needs to be reschedule.
 Notify MD, Financial Coordinator and patient of the change.
 Reconcile all open cases.
 In the short amount of time being their with the cases I have touched I am able 

to complete/reconcile open cases dated back to July, and August.
 Skills Used I am very detailed when getting authorization status and when I am 

calling on a case I try to get answers on the old open cases as well as the new 
cases..

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


EDUCATION

High School Diploma - (Thomas J. Corcoran High School - Syracuse, NY)

SKILLS

Office Administration.
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