
Robert Smith 
Surgical Scheduling Coordinator

PERSONAL STATEMENT

Over 16 years of experience in problem resolution and customer service. I 
have excellent communication skills and telephone etiquette. I also have 
the ability to work and communicate well with all co-workers and 
customers. Extremely dedicated, hardworking, patient and understanding.

WORK EXPERIENCE

Surgical Scheduling Coordinator
ABC Corporation -   February 2011 – 2022 

Responsibilities:

 Coordinated and performed a variety of duties associated with surgery, 
post op, and diagnostic scheduling utilizing medical terminology.

 Coordinated surgery requests received via telephone, email, internet, 
electronic medical record and fax.

 Determined most appropriate provider, service, and location for 
appointment based on scheduling guidelines, provider preferences, and 
patient/referring provider preferences.

 Scheduled/rescheduled appointments in the scheduling system.
 Followed established policies and procedures regarding collection and 

updating of demographic, insurance information.
 Made changes to provider schedule templates for specific date changes.
 Maintained physicians calendar and schedule.

Surgical Scheduling Coordinator
Delta Corporation -   2007 – 2011 

Responsibilities:

 Evaluate patient needs and requirements in order to schedule the 
appropriate resources on a daily basis.

 Comply with hospital policies regarding insurance coverage and 
payment.

 Organize patient records as needed.
 Work closely with physicians to schedule the appropriate resources for 

patients.
 Develop a &quot;patient profile&quot; for each patient to identify risk 

factors, diagnosis information, treatment options, etc. that are 
important to the patients care plan. This allows the scheduler to make 
more informed decisions about how best to meet patient care needs.

 Develop an automated system that tracks all of the data used in a given
scheduling process. This could include daily transactions such as 
appointments, tests and referrals, but also any other data that is 
tracked by the hospital including.

 Schedule surgeries in a timely manner.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Microsoft Office, 
Transcription, 
Scheduling.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

MA

© 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/

