{NAME}
Email:  			P.O. Box: 				    Cell Phone:
CAREER OBJECTIVE
A competent Hospital administrator who leaves no stone unturned when it comes to harmonious working with patients, administration, staff, and other stakeholders in ensuring observance of morals and procedures. Dedicated to serving humanity by making the world a better place, to excel in whatever capacity that I help. 
PROFILE SUMMARY 
· I have three years of working experience as an Assistant Hospital Administrator. With knowledge in expediting diverse medical tasks to ensure global standards of patient care, better brand name, and income.
· Consequently, skillful in handling the functions of the administration in a hospital comprising of the vendor, inventory, and financial management together with the purchase of medical apparatus. 
· Supervising staffing of all healthcare centered employment positions
· Motivating employees to extract the best from the team members
· Ability to roll out state-of-the-art hospital managerial approaches to assure the top level of healthcare supply.

KEY SKILLS.
· Hospital management 
· Teaching and empowering workers
· Proficient in HER/EMR software.
· OPD supervision 
· Proficient in Negotiating Labour and Organizational Communication.
· Effective customer service skills.
· Quality assurance 
· Medical record supervision
· Capacity to work in a team setting
· Ability in problem-solving 
EDUCATION AND PROFESSIONAL QUALIFICATIONS
New York City College of Technology							Spring 2017 – Current
Brooklyn, NY
Major: Health Service Administration - BA

New York City College of Technology							Fall 2011 – Fall 2017
Brooklyn, NY
Major: Dental Laboratory Technology - AAS

Bronx Leadership Academy									    2007 - 2011
WORK EXPERIENCE

LENOX HILL HOSPITAL 
New York, NY| (212) 434-2000							4/2017-CURRENT

Assistant Healthcare Administrator
· Updating files of the patients and entering information into the database
· Upholding medical and staff records 
· Tracing office and medical stock deliveries
· Monitoring budgets and preparing reports
· Guaranteeing compliance with existing healthcare rules
· Liaising with the medical team to recognize proficiencies in the facility's tasks.

Norwood Pharmacy                                                                          			2/2014 -3/2017
NY, NY 10030
  Manager
· Maintaining and tracking documents about applications.
· Performing quality assurance (QA) review of application documents. 
· [bookmark: _GoBack]Reviewing the received documents both electronically and by mail for completeness and accuracy. 
· Identifying deficiencies and communicating with responsible parties for revisions and resubmission of health documents.
· Pharmacy supervision.
· Making records of all cash transactions.
· Maintaining daily inventories.
· Evaluating the preparation needs of staff
· Creating work schedules for employees
· Representing the hospital at outside conferences
·  Compiling and interpreting medical forms
· Maintaining the correct treatments and medication records
· Maintaining office supplies
· Implementing healthcare policies and procedures.  
· Training new employees.                     
Norwood Pharmacy Technician 
· Performing initial assessments, quarterly assessments, and reassessments on patients
· Establishing a plan of care involving the healthcare team, patient, family, and caregiver.
· Monitoring and supervising patients who are at risk of falls and have medication noncompliance
· Ensuring that the patients received their recommended supply of medicines.
· Assembling medicines for patients’ prescription.
· Offering patients with the necessary health care education and guidance.
Volunteer work and Experience.
Volunteer at Library-Bronx, NY					                  		2010 - 2011
· Assisted in ensuring all computers are operational.
· Assisted in arranging books, keeping records, and shelving.
PERSONAL ATTRIBUTES
· 
· Good interpersonal skills
· Task-Oriented, Individual and group 
· Honesty and Reliability 
· Organizational skills
· Time Management 


HOBBIES
· Meeting new people and networking.
· Role modeling.
· Computing.
· Customer Socialization.
REFEREES
References will be provided upon request.
