Your Name
Medical Receptionist
your.email@example.com   •   0400 000 000   •   City, State   •   linkedin.com/in/yourname
PROFESSIONAL SUMMARY
Medical receptionist with solid experience managing patient scheduling, confidential records and front-desk operations in busy clinic settings. Comfortable handling sensitive health information under privacy legislation and coordinating between patients, GPs and allied health providers. Known for staying calm and organised during high-volume periods.
KEY SKILLS
Patient appointment scheduling   •   Confidential patient record management   •   Regulatory compliance (Privacy Act 1988)   •   Practice management software (Best Practice, Medical Director, Cornerstone)   •   Electronic billing and Medicare/HICAPS claims   •   Microsoft Office Suite   •   Customer service and stakeholder management   •   Attention to detail   •   Time and deadline management
EXPERIENCE
Medical Receptionist, [Company Name], [City]	[Month Year] – [Month Year / Present]
Scheduled and confirmed patient appointments for multiple clinicians using practice management software, keeping daily clinic lists accurate and reducing no-shows through proactive reminder calls
Maintained confidential patient records in compliance with the Privacy Act 1988, updating personal and clinical details across the practice's patient database
Processed patient payments and billing inquiries, including Medicare and private health fund claims through electronic billing platforms, resolving discrepancies before end-of-day reconciliation
Managed a busy waiting room during peak clinic hours, greeting patients, triaging urgent requests to clinical staff and keeping wait times to a minimum
Coordinated communication between patients, GPs, specialists and allied health providers, ensuring referrals and results were actioned without delay
EDUCATION
Year 12 completion is the most common entry point, often supported by a Certificate III or IV in Health Administration or a Certificate III in Business, plus on-the-job training in practice management software.
CERTIFICATIONS
[Certification name], [Issuing body], [Year]
REFERENCES
Available on request.
[Delete this line before submitting: template by careertips.com.au]




