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What does a Medical Office
Administrator do?

Medical office administrators perform a wide range of
administrative activities, such as organizing files,
preparing documents, scheduling appointments, and
checking in patients. Additionally, as an administrator,
you may be responsible for helping order supplies,
assisting other staff with various functions, mail, and
record keeping. You might work with patients to record
their medical histories, assist with arrangements for
services such as hospitalization, or process insurance
payments. The ability to be professional, provide
excellent customer service, enter accurate data,
multi-task, and maintain confidentiality are essential skills

for a medical office administrator.

What types of places do Medical Office
Administrators work at?

Medical Office Administrators might work at hospitals,
doctors’ offices, dental offices, nursing care facilities, or

outpatient care centers.

Do Medical Office Administrators work
with patients?

In many cases, Medical Office Administrators will work
directly with patients, assisting them with
check-in/check-out, scheduling, and customer service
either in-person or over the phone.
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IMBC provides students, staff and
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instructors with a caring and supporting
environment demonstrating our
commitment and dedication to superior
training and career outcomes.

Pride

With a positive attitude and by showing
initiative, even when faced with
challenges, we instill a sense of pride in
our training.

AW&I’GI’IBSS

Our learning environment provides

students with an awareness of appropriate

ethical and responsible actions in their
field of study and chosen career.

Responsibility

Students are encouraged to accept
responsibility for their own actions and
career advancement.

Knowledge

Students receive useful knowledge for
their specific career goals with an
emphasis on hands-on experience.

For more information visit our website at
imbc.edu/medical-office-administrator



