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Job Analysis 
Healthcare Managers are responsible for the planning, direction, and coordination of medical health services within the healthcare facility. The roles are flexible and includes overseeing the general operations and processes of the healthcare facility. 

Job Roles 
· Liaising with medical practitioners and nurses to ensure high quality healthcare
· Analysing healthcare organization to assess its financial status and make adjustments/ improvements
· Adhering to govt. policies and regulations
· Hiring and training personnel for the hospital 

· Assigning and scheduling activities of medical/ administrative personnel 
· Monitor medical/ administrative personnel for performance enhancement 
· Utilising information technology system to improve healthcare facility 
· Developing effective action plans to maintain operations and medical facilities 
· Make financial assessment and reach management for recommendation 
· Overseeing and repairing utilities and equipment of the healthcare facility 
· Sourcing and directing funds to smoothly run medical projects 

Skill Requirements 
1. Bachelor’s / Master’s Degree in business administration/ public administration/ public health 
2. Up-to-date healthcare knowledge for establishment operations and other activities 
3. Knowledge in finance, technology, quality assessment, documentation 
4. Handling and maintenance of healthcare facilities, utilities, equipment 
5. Problem-solving, time management, attention to details, computer skills, team working abilities 
6. Effective communicative knowledge
7. Recruitment, writing reports, budgeting, developing and implementing changes
8.  Keeping up-to-dated with national policies and follow standards 





CV
Hospital Manager
Asma Sohail



Phone: 
Email:


[bookmark: Objective]Objective	
[bookmark: Accomplished_and_energetic_Manager_with_]I am an energetic person with a zeal to achieve success in the medical field. I can perform well in a team as a leader with strong prioritization and organizational skills. Areas of expertise includes communication, customer service, technological abilities. 

[bookmark: Skills]
[bookmark: Work_Experience]Skills 	
· Ability to work in teams 
· Technological skills
· People Skills 
· Legal Knowledge 
· Problem-solving abilities 
· Stress Management 
· Time Management 
· Flexibility 
· Ability to multitask 

[bookmark: Education]Education	
2021 - Solihull College UK
English Level 1 
2022 – UWTSD 
Study Skills 



Cover Letter


Dear Sir,
I am applying for the Healthcare Manager position and I have submitted my CV for your consideration for this job role. I have a few years work experience which helped me gather different types of skills. 

[bookmark: _GoBack]I had been working as a teacher back in my home country and now I am pursuing higher education to enhance my knowledge and expertise to become rightful personnel. I have had the experience to educate and train others, practice computer skills, work with others, manage a full classroom etc. It has helped develop my communication skills, lead teams, group working abilities, assess quality, problem-solving abilities, time-management, and so on. I have total four year’s work experience from 2001 to 2004. These are some crucial interpersonal, and people skills that will widely support my professional career. I realise I have to work swiftly under pressure. I will need to utilise my analytical and managerial skills. The work environment is highly flexible so I need to utilise my quick thinking abilities and make decisions to solve problems. The Healthcare Manager job role will enable me to handle different challenges and activities that will help me utilise my acquired knowledge and skills. 
 
I look forward to the scope to attend an interview at your earliest convenience. 

Thank you for your consideration.
Sincerely,
Asma Sohail 


