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Address: 1737 Marshville Road,

Alabama.

Objective

19+ years of experience as a Scheduler. Administrative professional offering excellent 
communication and computer skills. Meets deadlines and works with a high level of multicultural 
awareness and adaptability. 

Skills

Patient Scheduling, Fast Learner, OSHA Compliance, Attention To Detail, HIPAA Compliance, 
Highly Dependable, Filing, Data Archiving, and Workers' Compensation Knowledge.

Work Experience

Scheduler 
ABC Corporation  August 2006 – Present 
 Answering incoming telephone calls, forward and transfer calls accordingly, with detailed 

message taking.
 Preparing and maintaining physicians computerized schedules according to their direction and

master schedules schedule clinic appointments for patients, and coordinates with outside 
agencies, to establish appointments for therapy, and diagnostic imaging or testing.

 Obtaining prior authorization as needed by the insurance carrier, including workers comp 
patients.

 Scheduling all meetings for physicians, with outside hospitals, physician offices, other clinics 
the physician is staffed at, attorneys, and rsvp to events, and conferences.

 Entering accurate demographic, and billing information into the computer system, for each 
new patient.

 Obtaining pertinent medical information, chart notes, therapy notes, diagnostic testing and 
imaging reports, in a timely fashion, so the information is available for the physician to review
at the time of appointment.

 Ensuring timely and accurate filing of data, into patient charts, faxing, copying information.

Unit Clerk
ABC Corporation  July 2000 – August 2006 
 Process and create patient charts for the rehab unit, using various computer programs, to 

enter complete patient information, to include medical history, surgeries, X-rays/imaging, 
labs, medications, and any pertinent patient information for physician review, once the 
patient is transferred to the floor.

 Process hand has written doctors orders from a chart, and coordinate any new diagnostic 
testing, and medications ordered.

 Answer call lights from patient rooms, and direct nursing staff to rooms for assistance.
 Answer incoming phone calls, forward and transfer calls accordingly, with detailed message 

taking.
 Greet and direct family members, doctors, and any visitors to the floor.
 Keep supplies ordered for the unit, as needed and ensure that the unit is organized and 

running in a proficient manner.
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 Maintain a positive and professional attitude, in an elevated, multi-tasking, and stressful 
atmosphere.

Education

Certified Massage Therapist - (Academy Of Professional Careers - Boise, ID)HS- (Enka High 
School - Enka, NC)Associates - (Miami Dade College)
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