
	Carla Jimenez
Medical Receptionist
Houston, TX 77002
(713) 555-0173
c.jimenez@email.com
in/carlajimenez
FRONT DESK SKILLS
• Patient scheduling & check-in
• Insurance verification
• Copay & payment collection
• Multi-line phones
• Medical records / HIPAA
• Appointment reminders
EHR & SOFTWARE
 Epic    athenahealth    eClinicalWorks    Office 
LANGUAGES
English · Spanish (fluent)
EDUCATION
Medical Office Admin Cert.
Houston Community College
	Warm, organized medical receptionist who makes patients feel cared for from the moment they walk in. 7 years managing front-desk operations for busy clinics — scheduling, check-in, insurance verification, and a packed phone queue — with accuracy and a reassuring smile.
	90+
PATIENTS / DAY
	
	98%
INSURANCE VERIFIED
	
	−30%
NO-SHOW RATE


Experience
	Medical Receptionist
	2020 – Present


Houston Methodist — Houston, TX
1. Check in 90+ patients daily in Epic, verifying demographics, insurance, and copays.
1. Cut the no-show rate 30% by launching a call-and-text appointment-reminder routine.
1. Manage a high-volume phone queue, scheduling and triaging calls to the right department.

	Front Desk Coordinator
	2017 – 2020


Kelsey-Seybold Clinic — Houston, TX
1. Scheduled appointments across five providers and coordinated referrals.
1. Collected payments and reconciled the daily cash drawer with zero discrepancies.

	Receptionist
	2016 – 2017


Aspen Dental — Houston, TX
1. Greeted patients, answered phones, and managed the appointment book at a dental front desk.




