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Appointment Coordination
Patient Scheduling

Process Improvement
I, 0
Follow-up Skills
I ©
Negotiation Skills
I ©
Workflow Optimization

I 7

@ INTERESTS
% Surfing @ Martial Arts

O Community % Blogging

Service

O® STRENGTHS

3 Planning l {3 Positivity

LANGUAGES

English Polish Spanish

€ ACHIEVEMENTS

& !mproved patient scheduling
accuracy by 15% through
streamlined processes.

& Reduced appointment cancellations
by 20% by implementing reminder
systems.

LIAM ANDERSON

Scheduling Specialist

& support@qwikresume.com . (123)4567899 9 Los Angeles

@  www.qwikresume.com

e PROFESSIONAL SUMMARY

Dynamic Scheduling Specialist with two years of experience in
optimizing appointment logistics and enhancing operational
workflows. Proven track record in managing complex scheduling
tasks, improving communication among teams, and ensuring
compliance with established protocols. | am dedicated to leveraging
my organizational expertise to drive efficiency and support your
team's success.

@) WORK EXPERIENCE

Scheduling Specialist
Blue Sky Innovations X Chicago, IL

g Mar / 2024-Ongoing

1. Consistently answer phone calls within department standards,
achieving an average response time of 35 seconds.

2. Accurately pre-register patients, maintaining an error rate of less
than 5% for demographic information.

3. Follow department protocols for cancellation and rescheduling,
ensuring records are up-to-date.

4. Verify medical necessity for scheduled tests, ensuring compliance
with Medicare guidelines.

5. Utilize electronic health record systems to manage patient
information efficiently.

6. Adhere to established procedures for handling uninsured and
underinsured patients.

7. Schedule a variety of diagnostic tests, ensuring optimal use of
resources and time.

8 Mar / 2023-Mar / 2024
X Portland, OR

Scheduling Specialist
Crescent Moon Design

1. Assist in the preparation of production paperwork for scheduling
needs.

2. Coordinate with production teams to align schedules and ensure
timely output.

. Support quality assurance processes to maintain high standards.

. Enhance documentation processes to ensure accurate scheduling
information is available.

5. Utilize software tools for effective tracking of production schedules.

6. Demonstrate adaptability in a fast-paced production environment.

W

€3 EDUCATION

Associate of Applied Science in Business £a gﬂoazrzf _g"oazrgf
Administration

Springfield Community College X Phoenix, AZ

Focused on organizational management and administrative practices.

www.gwikresume.com
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