A medical Administration CV should ideally reflect both medical knowledge as well as administrative expertise. Communication skills, leadership ability, problem solving ability and interpersonal skills should be reflected in the CV. This CV template can be used by persons applying for both junior as well as senior medical administration posts.

Sample Medical Administration Resume Template

Simon Jordan,

234 Bakersville Rd,

Lancashire

PR7 2AA

Mobile Number: 44 2343 5767

Telephone Number: 012345 86958

Career Objective
Educational Background
Masters in Business Administration, Health Administration, 2004

Bachelor of Science, Medical Sciences, 2002

Work Experience
2007-Present: Medical Administrator, Kingston Hospital

Responsibilities
· Administrative head of the hospital, responsible for total quality management, enhancement of performance in all areas

· Ensured compliance of all policies and procedures by staf

· Coordinated the entire staff of the hospital

· Monitored maintenance of equipment

2004-2006: Medical Administrative Assistant, Kingston Hospital

Responsibilities
· Managed applications of patients

· Maintained patient database in hospital software format

· Developed new formats for easy retrieval of case history of old patients

· Maintained hospital equipment at topnotch condition

· All other duties as assigned.

Skills
· Excellent communication skills

· Proficiency in use of hospital software

· Excellent problem solving ability

· Bilingual in French and English

Achievements
· Developed case history formats for easy retrieval

· Handled entire hospital administration

