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	Summary
A healthcare administrator with 8 years of experience in managing the medical and health operations of various companies. Oversaw the key responsibilities of the company to ensure the smooth running of the operations. Worked in a wide scope environment from managing the entire clinical services to work closely with the doctors.
Managed the patient’s records and ensured compliance with the legal and healthcare laws. Conducted research to improve the healthcare facilities. Excellent communication skills which helped to coordinate with the doctors and patients. Prepared and maintained the monthly budgets. Provided clerical support to other departments in finance, payroll, and HR. Conducted training for the new hires. Responsible for the selection, hiring, and interviews with doctors, nurses and support staff. Worked to minimize the cost and maximize the efficiencies.
Successfully prepared work schedules for the medical and support staff. Maintain patient records and payments as well. Responded to any queries from the staff and patients.
My objectives in this job are/were:
· To plan, organize and coordinate the activities of health care facility.
· To develop and maintain professional standards of health and medicine.
· To expand programs for medical research.

	

	
	
	

	
	
	

	
	Work Experience
Job Title | Company | Dates From - To
 My roles in this job are/were:
· To create budgets and maintain patient’s records.
· To process any insurance claims.
· To represent the company to board members and investors.
· To hire, train and monitor the support staff.
· [bookmark: _GoBack]To oversee the management and operations of the hospital.
Job Title | Company | Dates From - To
 My roles in this job are/were:
· To conduct community outreach programs.
· To inquire and address the needs of the patients.
· To maintain the medical history of the patients.
· To handle human resources for other departments.
· To strategize, lead and manage the patient medical services.
· To comply with health and medical regulations.
	
Skills/Core Competencies:
· Communication skills.
· Multitasking
· Work under pressure situations.
· Team player.
· Strategic planning.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
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