
SAMANTHA LEE
Health care receptionist with over three years of experience managing patient

appointments, maintaining records, and providing administrative support at Johnson &
Johnson and P�zer.

C O N T A C T

(555) 123-9876

email@example.com

LinkedIn

Houston, TX 12345

K E Y S K I L L S

● EHR and health care software

● HIPAA compliance and
con�dentiality management

● Patient records management

● Patient scheduling and
appointment management

● Customer service and
satisfaction

E D U C A T I O N

Bachelor of Science in Health
Administration

UNIVERSITY OF PHOENIX,
Phoenix, AZ

Associate of Science in Health
Information Technology

DEVRY UNIVERSITY,
Chicago, IL

P R O F E S S I O N A L E X P E R I E N C E

Senior Health Care Receptionist | Johnson & Johnson | Houston, TX

June 2019 to present

● Schedule over 100 patient appointments per week, optimizing the health care
team’s time and improving service delivery

● Handle over 50 patient inquiries per day, providing accurate information and
improving patient satisfaction by 20%

● Established new electronic health records system that increased data accuracy
by 30%

Health Care Receptionist | P�zer | Phoenix, AZ

May 2018 to May 2019

● Managed appointment scheduling, rescheduling, and cancellations for a team of
10 health care professionals

● Updated patient records, reducing record errors by 15%

● Handled patient inquiries with a focus on excellent customer service and
maintaining patient con�dentiality

C E R T I F I C A T I O N

● Certi�ed Medical Administrative Assistant (CMAA), National Health Career
Association

● Certi�ed Professional Coder (CPC), American Academy of Professional Coders

● Certi�ed Medical Manager (CMM), Professional Association of Health Care
O�ce Management


