Pharmacy Adminstrator








My responsibilities were managing pharmacy inventory, preparing departmental requests, maintaining records of documents, introducing changes in the quantities of products in the system, writing reports, monitoring medication errors, and helping my colleagues with their work. This job provided me with the skills required to organize my work effectively and focus on important aspects of my work.
My previous experience as a Retail Pharmacist gave me some valuable communication and customer service skills since I had to deal with lots of clients: answer their questions, process their prescriptions, etc.


I am an excited and dedicated Doctor of Pharmacy (Pharm.D) graduate who has a good deal of expertise working in both hospital and retail pharmacy settings and am currently getting my MSc in Public Health and Social Care at the University of Wales Trinity Saint David. I want to apply for the position of Pharmacy Administrator at Solihull Hospital, where my very good skills in organisation, communication, administration and customer service will enable me to assist the Pharmacy team well.
My experience at Indus Hospital and Health Network as a Pharmacist has allowed me to gain valuable organisational and administrative skills in a very busy healthcare setting. My tasks included managing pharmacy inventory, preparing departmental requests, keeping proper records of documents, updating the amounts of products in the system, writing reports, keeping track of medication-related incidents, and assisting other staff members. This role has helped me learn how to work on many tasks in the right priority and pay attention to details.
My earlier experience as a Retail Pharmacist was very useful in gaining some communication skills and customer service expertise. I had to deal frequently with patients and the general public, process prescriptions and answer queries.


My experience in the healthcare sector has given me a solid knowledge of patient confidentiality, information governance, and the importance of keeping accurate records. I have good knowledge of IT system usage and Microsoft Office packages, such as Word, Excel, PowerPoint, and Outlook in document creation, information management, and report writing. My previous job involved data entering, documentation, records keeping and report writing. I am also willing to learn new IT systems.
I am a highly organised person with a great eye for detail and an ability to address problems practically. I can work independently and manage my workload and successfully perform in team environment as well. My experience in pharmacies has taught me how to remain efficient under pressure.  ( done)
Furthermore, my studies and my work have allowed me to acquire skills in written and spoken communication. I am the one who knows how to work on the preparation of topics related to education, prepare documents, and interact with healthcare workers or people in general. I would also be reliable in administration, organizing meetings and documentation, creating correspondence, and keeping records.
I follow the ethics and principles of confidentiality, professionalism, accuracy, and customer services. I believe that I would qualify for this job due to my background in pharmacy and working in healthcare, as well as administrative experience and ability to work in a busy environment. I would love to get the job offer and help the Pharmacy employees of the University Hospitals Birmingham NHS Foundation Trust here in Great Britain
