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“Education and Work of Medical Secretaries in the

United States”

Yuko Kikuchi

Japan Health Information Coding Association
CEO

Medical secretaries in the United States today perform fewer clerical tasks and are increasingly
taking on the roles of information and communication managers. Most of them work in physician’s
offices, hospitals and research facilities. Some of them are trained on the job, but many complete
1-year or 2-year programs at vocational schools or colleges. Medical secretaries are expected to have
an extensive knowledge of software applications, communication skills, and medical terminology.

Medical Secretary Degrees and Medical Secretary Schools

Many vocational schools and community colleges offer certificate and associates degree programs
designed to prepare students for a career as a medical secretary. Programs usually last two years,
and may require a previous course in medical terminology for admission.

Classes in medical terminology and degree programs for medical secretaries are available online. If
they are offered by schools that also have a campus, they are more likely to provide assistance with
internships and job placement.

Nature of the Work
Medical secretaries perform highly specialized work requiring knowledge of technical terminology

and procedures. Their works involve transcribing dictation, preparing correspondence, and assisting
physicians or medical scientists with reports, speeches, articles, and conference proceedings. They also
record simple medical histories, arrange for patients to be hospitalized, and order supplies. Most
medical secretaries need to be familiar with insurance rules, billing practices, and hospital or
laboratory procedures.

Medical Secretary Requirements

Health care professionals in doctor's offices, hospitals and research facilities rely on medical
secretaries to handle administrative tasks. Therefore, most of them expect medical secretaries to
receive a specialized training.

Medical secretaries must be tactful in their dealings with people. Discretion, good judgment,
organizational or management ability, initiative, and the ability to work independently are especially
important for medical secretarial positions.
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