Illustrative example from luceria.careers: Leila Fontaine (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Leila Fontaine
Medical Receptionist · Appointment systems, call handling and patient records · Primary care since 2025
Reading, Berkshire · 07700 900 362 · leila.fontaine@example.com
Profile
Medical receptionist on the front desk of a two-doctor clinic since September 2025, after two years as a hotel receptionist. Handles the morning appointment rush and around 90 calls on a typical day, and passes any call that sounds urgent straight to the duty clinician under the practice protocol rather than judging it herself. Manages registrations, repeat prescription requests and results messages with strict confidentiality, and is applying to a larger group practice to work across a team of six receptionists.
Experience
Medical Receptionist — Fictional Riverside Health Clinic
September 2025 – present
Small clinic with two doctors and a practice nurse; one of two receptionists; around 90 calls and 60 face-to-face arrivals a day across the desk.
1. Answer around 90 calls on a typical day, booking, moving and cancelling appointments on the practice's clinical system and offering the right slot type (routine, same-day or telephone) under the booking rules set by the clinicians.
1. Pass any call describing chest pain, breathing difficulty, heavy bleeding or a very unwell child straight to the duty clinician under the practice's urgent-call protocol, and record the time and the handover in the patient's record; the receptionist does not assess symptoms.
1. Process around 25 repeat (refill) prescription requests a day by checking each against the patient's repeat list and passing it to the prescriber for authorisation, never issuing or amending medication.
1. Give test results to patients only as the clinician's recorded comment ('normal, no action' or 'please book a routine appointment'), never interpreting a result, and check identity with two details before any information is given.
1. Register new patients and attach incoming letters and reports to the correct patient record, around 30 documents a day, with the clinic's monthly spot check finding no misfiled documents in the past six months.
Front Desk Receptionist — Fictional Harbour View Hotel
June 2023 – August 2025
120-room hotel; shifts covering check-in, check-out and the telephone switchboard.
1. Checked in and out around 80 guests a day at peak, taking payments, resolving booking errors at the desk and escalating only disputes over charges to the duty manager.
1. Handled complaints about noise, rooms and billing calmly, logging each one and its resolution in the hotel's system so the next shift had the history.
1. Protected guest privacy by never confirming a guest's presence or room number to callers or visitors, following the hotel's policy.
Education
Customer service certificate (level 2), Fictional College, 2023
Secondary school qualifications including English and maths, Fictional Academy, 2021
Training
Information governance and confidentiality training, 2025
Safeguarding awareness, 2025
Basic life support (workplace), 2026
Skills
Appointment booking on a clinical system (routine, same-day and telephone slots) · Urgent-call protocol: recognise, hand over, record · Patient confidentiality and identity checks before sharing information · Repeat (refill) prescription request handling · Results messages given exactly as recorded by the clinician · Document scanning and attachment to patient records · Calm, clear communication with anxious or frustrated callers · Touch typing and accurate data entry

Why this example is written this way
The limit of the role is written into the resume
A medical receptionist takes calls that sound clinical but must not make clinical decisions. The bullet on urgent calls names the symptoms that trigger the protocol, says exactly what the receptionist does (hand over to the duty clinician, record the time) and states plainly that she does not assess symptoms. Practice managers read this as safety awareness; a resume that says 'triaged patient calls' reads as a risk.
Confidentiality is shown as behaviour, not declared as a value
Every medical receptionist resume says 'confidential'. This one shows it: identity checked with two details before any information is given, results read exactly as the clinician recorded them, letters attached to the right record with a monthly spot check. Those are the things a practice can lose a complaint over, so they are the things worth evidencing.
Volumes make a small clinic read as real workload
A two-doctor clinic can sound quiet. Daily call counts, repeat prescription numbers and document volumes let a larger practice see that the applicant already works at pace on a shared desk, which is what the new role requires. The numbers are modest and checkable, not impressive.
The hotel years are kept for the evidence they carry
Hotel reception is where this applicant learned the parts of medical reception that are hardest to train: queues, complaints, privacy and switchboard discipline. The bullets are chosen for those transfers (never confirming a guest's room to a caller, logging complaints for the next shift) rather than listing hotel duties.
Bullet rewrites and the evidence behind them
Before: Answered the phones and booked appointments.
Evidence question: How many calls a day, on what system, and what rules decided which appointment you offered?
Evidence (fictional): Around 90 calls on a typical day; appointments booked, moved and cancelled on the clinical system; slot types (routine, same-day, telephone) offered under booking rules set by the clinicians.
After: Answer around 90 calls on a typical day, booking, moving and cancelling appointments on the clinical system and offering the right slot type (routine, same-day or telephone) under the booking rules set by the clinicians.
Before: Dealt with urgent calls.
Evidence question: Which calls counted as urgent, what exactly did you do, and what did you record?
Evidence (fictional): Chest pain, breathing difficulty, heavy bleeding or a very unwell child trigger the practice's urgent-call protocol; the call is passed straight to the duty clinician; time and handover recorded in the patient's record; the receptionist does not assess symptoms.
After: Pass any call describing chest pain, breathing difficulty, heavy bleeding or a very unwell child straight to the duty clinician under the urgent-call protocol, recording the time and handover in the patient's record; symptoms are never assessed at the desk.
Before: Handled prescriptions and test results.
Evidence question: How many requests a day, what did you check, and what were you not allowed to do?
Evidence (fictional): Around 25 repeat (refill) prescription requests a day checked against the patient's repeat list and passed to the prescriber; results given only as the clinician's recorded comment, after identity is checked with two details.
After: Process around 25 repeat (refill) prescription requests a day by checking each against the patient's repeat list and passing it to the prescriber, and give results only as the clinician's recorded comment after checking identity with two details.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/medical-receptionist-resume-example
Edition 1.1, 2026-11-06.
