Medical Administrative Specialist Interview Questions

1. Share an experience when you applied new technology or information in your job. How did it help your
company?

2. Share an effective approach to working with alarge amount of information/data. How has your approach
affected your company?

3. Share an example of atime you had to gather information from multiple sources. How did you determine
which information was relevant?

4. Provide an experience in which you effectively distinguished between homonyms or recognized an
inconsistency. What methods did you use to correct the problem?

5. Share an effective method you have used to ensure that transcribed reports have correct spelling and
grammar, are clear and consistent, and contain proper medical terminology.

6. Tell me about the last time you monitored or reviewed information and detected a problem. How did you
respond?

7. Share an experience in which your understanding of medical jargon and abbreviations helped you to
transcribe a report accurately.

8. Describe the methods you have used to take dictation and to convert dictated materials to written form.

9. Share an experience in which your attention to detail and thoroughness had an impact on your last company.

10. Share an example of when you went above and beyond the "call of duty". (Look for answers that show the
candidate is dependable.)
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