Acting like receptionists, Hospital Admission Clerks are often the first people to entertain patients to a hospital.  They are responsible for noting the patents who are admitted or released from the hospital, the staff attendance and their location including visitors.  Their works cover 24 hours and are also responsible for taking calls and inquiries from the public.  Some hospitals require low level nursing background for the position but most consider it a purely clerical or administrative staff position.

Sample Hospital Admission Clerk CV Template
Haydee J. Maktud
Alphinbrook Road, Exeter, UK
Devon, South West Region

maktud_hj@ycmail.com

Objective
To be a hospital admission clerk for a large metropolitan hospital or clinic

Professional Experience 
2002 – Present:  Hospital Admission Clerk, Metropolitan Doctors Hospital, Exeter
· Observe work shift schedule as assigned to ensure maximum productivity

· Entertain calls from the public and route calls to hospital staff, doctor’s offices and patient rooms in accordance with hospital rules.

· Maintain and update hospital patient databases on patient records.

· Secure information on patient concerns and refer them to the head nurse or doctor for the proper hospital care and assignment of medical staff.

· Secure medical information from relatives and paramedics delivering patients into the emergency ward.

· Monitor and update hospital admission waiting lists and call patients for first in first out availability.

· Log and monitor patient visitors

· Perform other clerical duties as may be assigned by the hospital administrator.

Skills
· Complete knowledge of hospital rules and regulations.

· Excellent interpersonal and people management skills

· Excellent verbal and written communication skills

Achievements
Cited in the years 2001 – 2004 and from 2007 to the present as model employee for consistent high performance rating

Education
1997 – 2000:  BS in Biology, Lewisham College, London

Reference 
Can be provided upon request

