Entry Level Healthcare Administration Resume

Malachi Knox

308 Millennium Heights  Racine, WI 98655 
(008) 444-3333  malachi@gmail.com
CAREER GOAL: To serve IHS Health Care Clinic and its patients in capacity of a healthcare assistant. Bringing nursing and medical assistance acumen to provide the best possible care to patients.
EDUCATION
Certified Nursing Assistant, WI

AAS, Health Care Management | JH COLLEGE, Racine, WI | March 2013
	Major Coursework
	

	♦ Medical Office Management
	♦ Health Records Management

	♦ Medical Terminology
	♦ Medical Coding

	♦ Anatomy and Physiology
	♦ Introduction to Accounting


CORE COMPETENCIES
• Knowledge of administering oral, muscular and intravenous medication accurately based on the doctor’s prescription
• Skilled in assisting the patient in daily living tasks including toileting, bed making, dressing and feeding while maintaining the patient’s privacy and ensuring patient dignity
• Adept at noting changes in the patient’s condition and communicating with doctors and families regarding patient’s progress
• Proficient in explaining home treatment plans and follow up visit scheduling
• Capable of obtaining complete patient history and filing the same as per standard medical filing procedures
EXPERIENCE

Internship | DENCO HEALTH CLINIC, Racine, WI | Summer 2013

• Administered the prescribed medications in resident patients
• Changed linens and assisted the patients in daily living activities
• Observed general conditions, took daily temperature and blood pressure and kept record of the same
• Administered IV medications as prescribed
• Fed the patients if necessary
VOLUNTEER WORK

Volunteer Health Care Provider | RED CROSS, Racine, WI | Summer 2012

• Provided nursing care to residents
• Attended to patient calls
• Maintained relevant patient logs
COMPUTER SKILLS
• MS Office Applications
• Healthcare Software
ADDITIONAL CAPABILITIES
• Bilingual (English, Spanish)
• Familiar with healthcare settings sanitation and hygiene standards
• Good at rapport building with patients


