




	HEALTHCARE ADMINISTRATION RESUME
Example from Resume Genius

	
	CAREER OBJECTIVE

	Diligent healthcare administrator with 6+ years of experience enhancing operational efficiency and providing quality care to patients. Baccalaureate-trained professional with the ability to improve service quality through schedule management and routine operations analysis.

	PROFESSIONAL EXPERIENCE

	September 2019–Present | Olives Children Hospital, New York, NY
Healthcare Coordinator


	· Supervise administrative activities of 300+ medical, nursing, technical, and maintenance staff in a 200+ bed hospital
· Oversee fiscal operations, including cash flow forecasting, expenditure planning, budget control, and accounting while preparing and presenting financial reports 
· Conduct routine service evaluations, tracking feedback from service users and collaborating with stakeholders to develop continuous process improvement strategies
· Enhance operational efficacy by implementing  a smooth hiring, training, and onboarding system
· Ensure seamless communication between personnel and stakeholders by facilitating internal communication through board meetings, reports, and memos 

	June 2016–August 2019 | Alvon Care Home, New York, NY 
Healthcare Administrator 

· Managed the hospital’s robust database of 100+ service users, ensuring information security compliance with HIPAA guidelines
· Supported seamless service delivery by designing work schedules for 60+ care home staff based on workload and role
· Reduced expenses by 20% by consistently monitoring services to ensure the effective maximization of resources



	
	

	
	(212) 987-6543
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	your.name@gmail.com
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	linkedin.com/in/your-name/

	EDUCATION

	May 2016
New York University,
New York, NY
BS in Health Administration
Honors: cum laude (GPA: 3.6/4.0)

	RELEVANT SKILLS

	Healthcare management
Care coordination
Schedule management
Quality assurance
Process improvement
Operations analysis
Interpersonal communication
Report writing
Budget preparation
HIPAA guidelines
Electronic medical records (EMR)
MS Office Suite
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Dear Job Seeker,

The Corporate resume template is designed to make you appear professional and well-organized.

An easy-to-read sans-serif font and clear header hierarchy help hiring managers quickly determine if you’re qualified for the job.

We suggest using the Corporate resume if you’re aiming to join a company’s leadership team as an executive or assistant manager.

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:
·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2022 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:
·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry



Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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