PROFESSIONAL SUMMARY

Results-focused Clinical Scheduling Assistant with 5 years of
experience in optimizing patient scheduling and enhancing
operational efficiency. Skilled in managing complex scheduling
systems and facilitating seamless communication among healthcare
teams. Dedicated to improving patient experiences and ensuring
timely access to care through effective scheduling solutions.

WORK EXPERIENCE

Clinical Scheduling Assistant

Pineapple Enterprises

) Mar/2021-Ongoing
X Santa Monica, CA

1. Managed complex patient scheduling for multiple departments,
optimizing appointment availability and reducing conflicts.

2. Facilitated communication between healthcare providers and
patients to confirm appointments and address scheduling inquiries.

3. Maintained accurate patient records and scheduling systems,
ensuring compliance with healthcare regulations.

4. Analyzed scheduling data to identify trends and improve overall
efficiency.

5. Coordinated with insurance companies to verify coverage and
eligibility for patient appointments.

6. Trained new staff on scheduling protocols and software usage,
enhancing team capability.

7. Regularly updated scheduling software to reflect changes in patient
needs and departmental workflows.

B Mar /2020-Mar /2021
K Chicago, IL

Scheduling Assistant
Lakeside Apparel Co

1. Oversaw after-hours scheduling calls for a home health agency,
ensuring timely caregiver assignments.

2. Managed scheduling logistics for production workers, optimizing
workflow and resource usage.

3. Provided exceptional customer service to clients, resolving
scheduling issues efficiently.

4. Handled sensitive health records documentation, ensuring
confidentiality and accuracy.

EDUCATION
Associate of Applied Science in Health pa Mar/  Mar/
.. . 2019 2020
Administration
X Denver, CO

City College

Studied health care systems, patient scheduling, and administrative
procedures.
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SKILLS

Proficient In Ms Office Suite
] 7
Email Management
I 10
Record Keeping
] 8
Task Delegation
I, 0

Travel Coordination

I o

INTERESTS

& Art £ Volunteering
* Hiking @ Yoga
STRENGTHS

Q Criticality | = Detail-oriented

LANGUAGES
English Arabic Japanese
ACHIEVEMENTS

;" Streamlined scheduling processes, reducing
patient wait times by 20%.

{" Implemented a new tracking system that
improved appointment accuracy by 30%.

www.gwikresume.com


https://qwikresume.com/

