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MICHAEL ANDERSON
F R O N T O F F I C E  C O O R D I N ATO R

Innovative Front Office Executive with a distinguished career spanning over 12
years in the healthcare sector, specializing in patient relations and
administrative excellence. Demonstrated proficiency in managing front office
activities, ensuring a welcoming atmosphere for patients and visitors alike.
Expertise in implementing efficient administrative protocols that enhance
patient care and satisfaction.

PROFESSIONAL EXPERIENCE

City Health Clinic
Front Office Coordinator

Mar 2018 - Present

Managed patient scheduling and front office operations, ensuring optimal
patient flow.

Coordinated with medical staff to maintain accurate patient records.

Implemented new patient intake procedures that improved efficiency by 25%.

Handled patient inquiries and resolved issues with professionalism and
empathy.

Maintained compliance with healthcare regulations and best practices.

Trained new staff on office protocols and patient service standards.

HealthFirst Medical Group
Administrative Assistant

Dec 2015 - Jan 2018

Supported front office operations, ensuring a smooth patient experience.

Assisted in managing patient records and billing inquiries.

Facilitated communication between patients and healthcare providers.

Organized patient files and maintained confidentiality standards.

Participated in quality improvement initiatives to enhance service delivery.

Maintained inventory and ordered office supplies as needed.

ACHIEVEMENTS

Patient Relations•

Administrative Coordination•

Compliance Management•

Team Leadership•

Communication Skills•

Process Improvement•

English•

Spanish•

French•

Associate Degree in Health
Administration, Community College,
2012

•

Improved patient satisfaction scores by 20% through enhanced service protocols.•

Recognized for outstanding contributions to team performance.•

Successfully implemented a new scheduling system that reduced wait times
significantly.

•


