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Metro Atlanta

Medical Secretaries  
& Administrative Assistants
Standard Occupational Classification Code: 436013
Also known as: Clinic Office Assistant, Front Desk Receptionist, Medical Office Specialist, Medical 
Receptionist, Medical Secretary, Secretary, Unit Clerk, Unit Support Representative

Are you good at ...
 Showing concern for others?
 Paying attention to detail?
 Being honest and ethical?
 Being reliable, responsible, and dependable?
 Accepting criticism and dealing calmly with high-stress situations?

A Day in the Life
Being a Medical Secretary or Administrative Assistant means a career in making sure everything 
runs smoothly and is in good order. You will answer telephones and direct calls to appropriate 
staff. You will schedule and confirm patient diagnostic appointments, surgeries, or medical 
consultations. You will complete insurance or other forms. You will greet visitors, ascertain purpose 
of visit, and direct them to appropriate staff. You will transmit correspondence or medical records 
by mail, e-mail, or fax. You will maintain medical records, technical library, or correspondence files 
and receive and route messages or documents, such as laboratory results, to appropriate staff.

You will interview patients to complete documents, case histories, or forms, such as intake or 
insurance forms. You will operate office equipment, such as voice mail messaging systems, and 
use word processing, spreadsheet, or other software applications to prepare reports, invoices, 
financial statements, letters, case histories, or medical records and will perform bookkeeping 
duties, such as credits or collections, preparing and sending financial statements or bills, and 
keeping financial records. You will compile and record medical charts, reports, or correspondence, 
using typewriter or personal computer.

How do I get into this top job?
You need a high school diploma or the equivalent and then will need about six months of  
on-the-job training to do this job. Training programs and tests may be expensive, but you might 
not have to pay for all of it yourself. If you are low income, ask your job coach, career counselor, 
training, or workforce development specialist about assisting you with your training expenses.  
It might be free!

 What they earn  
in Metro Atlanta:
Entry Wage: $13.37
Median Wage: $16.77

 What makes  
this a Top Job?
They’re in high demand. 
The Georgia Dept. of Labor 
estimates there will be 750 
openings per year through 
2026! Additionally, this job 
pays above average wages!

 Educational 
Requirement
low mid high

High School Diploma  
or Equivalent

 On-the-Job Training
low mid high

Moderate-term  
On-the-job Training

 Related Occupations
Check out these similar 
careers on O*NET online:
• Medical Records 

Specialists
• Customer Service 

Representatives
• Insurance Claims and 

Policy Processing Clerks
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