Sample Medical Data Entry Resume
Robert Quincy
989 S. Woodrow Lane
Atlanta, GA 30125
Cell: 404- 888-4539

Email: robert@example.com
Summary of Objective:
To obtain a responsible and challenging position in the area of medical data entry position, making full utilization of my skills and knowledge in a health care organization.
Core Competencies:
· In-depth knowledge of medical terminology, medical data processing system and procedures

· Possess extensive knowledge of medical and insurance billing procedures

· Comprehensive knowledge of word processor, spreadsheet and word processing software

· Excellent typing speed and has the ability to type with accuracy

· Possess excellent problem solving, decision-making and interpersonal skills

· Ability to communicate effectively with excellent organizational and management skills

· Skilled in working with confidential information and maintain confidentiality
Professional Work History:
CCEF Health Care Centre, Georgina

June 2005 till date

Medial Data Entry
· Perform medical data entry tasks under the supervision of the clinical manager Responsible for entering medical data entry into electronic health records and other electronic data collection systems in an accurate manner

· Handle the tasks pf preparing medical records and ensure medical records privacy and confidentiality guidelines

· Coordinate with staff to ensure that confidential health information is out of view of other patients at all times

· Ensure that all confidential and protected health information is disposed of in a timely and proper manner

· Provide exceptional customer service and manage multiple priorities and workloads
Health Care Associates, Georgina

April 2003 to December 2004

Medical Data Entry
· Responsible for preparing and entering patient medical report in the system

· Handle the tasks of medical coding and medical billing

· Perform responsibilities of accounting and entering financial data and  medical transcription records

· Responsible for providing administrative support by handling patients queries and concerns

· Handle all other essential tasks under the instructions of the manager
Educational Summary:
Bachelor’s degree in Science

Georgina Science College, Georgina in the year 2000
Certification:
Certified Medical Coder, Georgina
Personal Details:
Name: Robert Quincy
Date of Birth: 13/01/1978

Employment Status: Full time

Relationship status: Single
Reference:
Will be pleased to furnish upon request
	
	


