
ROBERT SMITH
Healthcare Administrator II

info@qwikresume.com | https://Qwikresume.com

Results-driven, multifaceted and responsible medical professional with more than 
19 years of experience in Healthcare hospital and office settings. Exhibits strong 
interpersonal, leadership, and decision-making skills. Ability to lead or follow as 
the situation necessitates. Demonstrates a strong work ethic and proactive 
demeanor. Approachable, enthusiastic and adaptable.

APRIL 2008 – PRESENT
HEALTHCARE ADMINISTRATOR II - SEL

 Provide patient with help moving in and out of bed, bath, and wheelchair, 
automobile and with dressing and grooming.

 Entertain, converse with, and read aloud to the patient to keep them mentally 
healthy and alert.

 Care for the patient by changing bed linens, washing and ironing laundry, 
cleaning, and assisting with their personal care.

 Administer prescribed oral medications, under the written direction of physician 
and as directed by home care nurse, and ensure patient takes their medicine. 
Check I.V. Line and ensure that medication is flowing properly.

 Plan, purchase, prepare, and serve meals to the patient, according to prescribed
diets.

 Accompany patient to doctors offices and on other trips outside the home, 
providing transportation, assistance, and companionship.

 Provide patient and families with emotional support and instruction in areas 
such as preparing healthy meals, living independently, and adapting to 
disability or illness.

MAY 1999 – MARCH 2008
HEALTHCARE ADMINISTRATOR I - STANFORD UNIVERSITY

 Plan, coordinate and implement security measures to safeguard data entered 
into a computer database.

 Work as part of a project team to coordinate database modifications and 
updates to the SHP database.

 Develop methods for integrating different products so they work properly 
together such as customizing commercial databases to fit specific needs. Write 
sops for new databases.

 Review workflow charts developed by programmer analyst to understand tasks 
computer will perform, such as updating records.

 Prepare invoices, reports, memos, letters, financial statements and other 
documents, using word processing, spreadsheet, database, or presentation 
software.
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 Answer phone calls and direct calls to appropriate parties or take messages.
 Greet visitors and determine whether they should be given access to specific 

individuals.

EDUCATION

High School Diploma - 1983(Mountain View High School  - Mountain View, CA )

SKILLS

Customer Service, Management, Public Speaking, Healthcare, HIPAA, Government 
Relations, Executive Support, Administrative
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