John Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804
(888) 555-1234



OBJECTIVE
I am seeking the position of senior medical administration to utilize my skills and knowledge in a renowned health organization.
SUMMARY  
· Eight years of intense administration experience.

· Thorough knowledge and excellent knowledge of modern office practices and procedures. 
· Possess excellent management and organizational skills.
· Skilled and polished excellent supervisory and soft skills.
· Efficient in operating systems like Microsoft Excel, Word, PowerPoint and the Internet 

· Excellent care taken in following the standards of the medical profession.
· Experienced in the principles and methods involved in all administration techniques.
Veterans Center Boston, MA                                                                                                    2008 - Present 

Radiology Technician
1. Managed the tasks of coordinating, supervising and managing daily activities of the entire medical facility.
2. Organized the improvement of the quality of care for patients in the heath organization. 

3. Maintain appropriate standards and practices while working directly with the patients in our health organization.

4. Performed all scheduling, staffing, record-keeping, and accounting and maintenance of necessary supply inventories.

5. Supervised pharmaceutical staff to ensure that pharmaceutical materials are kept on hand.
State Hospital Rhode Island                                                                                                           2006 - 2008 

Radiology Technician
1. Responsible for maintaining proper hygiene of all equipment and treatment rooms.

2. Supervised proper recording of the treatment records of patients.

3. Monitoring of safety and all cleanliness as well as organized the proper maintenance of the health care premises.

4. Maintaining financial records supervision and ensured timely clearance of debit/credit activities.
5. Attending seminars for updates on quality assurance clinical documentation program.

6. Follows federal, state and local guidelines.
EDUCATION

Bachelor’s Degree in Health Sciences, 2005 

Masters Degree in Health Administration

ISU Terre Haute, Indiana

IVY Tech, Terre Haute, Indiana.-- Special courses and seminars.

Computer Proficient: Windows XP, Word, Excel, Power Point, ECT...
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