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MEDICAL SECRETARY
Performance Summary: Service-driven professional with 7+ years’ progressive front desk handling and office management experience within healthcare settings. Proficient in physician assistance and patient coordination. Functional knowledge of electronic medical record keeping. Well versed with ICD-9 coding protocols.
• Track record of consistently enhancing level of patient satisfaction.
• Adept at greeting patients and scheduling appointments.
• Effective skills in history taking and compiling patient data and information.
CORE COMPETENCIES
	– Coding and Billing
	– Database Management
	– Record Keeping

	– Doctor Coordination
	– Pre-Service Instructions
	– Information Gathering

	– Query Response
	– Appointment Scheduling
	– Patient Preparation

	– Insurance Claims
	– Front Desk Handling
	– Procedure Assistance


ACHIEVEMENTS
• Initiated and installed a new and faster database software and transferred patient data successfully enhancing over all storage by 100%.
• Deployed an ingenious interactive board based interdepartmental communication system that reduced appointment overlapping by 75%.
• Attained the most dedicated employee award in 2011.
PROFESSIONAL EXPERIENCE
NORTHWEST HOSPITAL, Columbus, OH (9/2010 to Present)
Medical Secretary
• Respond to patient queries in person and on phone
• Explain treatment plans to patients
• Schedule follow up visits and first time appointments
• Maintain patient database updated and take detailed history of new patients
HEAL HOSPITAL, Columbus, OH (4/2007 to 8/2010)
Receptionist
• Greeted walk-in and scheduled patients
• Checked and coordinated doctor availability
• Guided the patients to the relevant departments
• Maintained the reception area in good order
EDUCATION
Community College, Columbus, OH – 2007
Associate of Science in Medical Assistance
ADDITIONAL
• Bilingual: English and Spanish
• ASCL Certified

