Your Name
Your street address

City, State and Zip

(xxx) xxx-xxxx


	OBJECTIVE
	A position as whatever, focusing on this area or that.

	SUMMARY OF 


QUALIFICATIONS


	· Number of years experience in work* at all relevant to the objective above.

· Credentials or education or training, relevant to this objective.

· A key accomplishment** that shows you’re a “hot candidate” for this job.

· A strength** or characteristic**, that’s important to you and relevant to this job.

· Something else the employer should know—a skill**, trait**, accomplishment**.

*including unpaid work  **reflected in the details below



	EXPERIENCE

200x – present
	COMPANY NAME, City (and state if needed)

Job Title

A two-line overview of your essential role in this company, including the kind of products or services you dealt with.

· An accomplishment from this job, illustrating a skill needed in the new job.

· Another accomplishment from this job, illustrating a skill needed in the new job.

· Another activity from this job, illustrating a skill needed in the new job.



	200x – xx  
	COMPANY NAME, City (and state if needed)

Job Title

A two-line overview of your essential role in this company, including the kind of products or services you dealt with.

· An accomplishment from this job, illustrating a skill needed in the new job.

· A substatement that elaborates on one aspect of the accomplishment above.

· A substatement that elaborates on another aspect of that accomplishment above.



	19xx-xx
	COMPANY NAME, City (and state if needed)

Job Title

A two-line overview of your essential role in this company, including the kind of products or services you dealt with.

· An accomplishment from this job, illustrating a skill needed in the new job. 

· Another accomplishment from this job, illustrating a skill needed in the new job.

· Another activity from this job, illustrating a skill needed in the new job.



	19xx – xx  
	COMPANY NAME, City (and state if needed)

Job Title
One-line overview of your basic role in the company; and its products/services.

· An accomplishment from this job, illustrating a skill needed in the new job.
· Another activity from this job, illustrating a skill needed in the new job.


	EDUCATION
	University of Somewhere, Sometown, Somestate

Name of your degree or Credential (and year when appropriate)



	REFERENCES
	Available upon request.



Robert L. Adminster

334 Marguerite Drive
Cleveland, OH  44163
(123) 456-7899

	OBJECTIVE
	A position as Program Director, involving planning, management, and marketing.

	SUMMARY OF 


QUALIFICATIONS


	· Fifteen years experience in management of senior health care facilities.

· M.A., Gerontology, and Nursing Home Administrator’s License, Ohio.

· Solid understanding of marketing and sales strategies in health care.

· Able to work effectively in a variety of organizational structures. 



	EXPERIENCE

2004 – present
	OHIO BAPTIST HOMES, Cleveland, OH

Vice President of Operations

Oversaw operations of a retirement center and two skilled nursing facilities, serving over 450 residents.  

· Achieved the facilities’ best year in recent history, financially and by census.

· Developed uniform standards in personnel policies and management procedures.

· Devised a medical records system that is easily usable and meets regulations. 



	2001 – 2004  
	WALNUT HILL HOMES, Mirabelle, OH

Administrator

Administered this full-service 173 unit retirement center employing nearly 100 staff, from pre-construction to full operation.

· Developed marketing programs to secure the project’s approval and funding:

· Obtained Certificate of Need for the skilled nursing facility.

· Directed the facility from a staff of one to full operations and full staffing.



	1999-2001
	FLORIDA ASSOCIATION OF HOMES FOR THE AGING, Pensacola FL

Director of Membership Services

Directed both membership recruitment/retention and professional education programs for this statewide association of not-for-profit service providers.

· Successfully broadened the membership base through enhanced services. 

· Designed and launched an improved calendar of educational workshops.

· Introduced a successful marketing program to build membership.



	1996-98  
	BLOOMINGTON MANOR, Bloomington, PA

Administrator
Managed day-to-day operations of a 44-bed skilled nursing facility, including the transition from a family-run company to multi-facility corporate ownership.

· Implemented marketing, public relations, and sales programs to aid expansion:
· Initiated a meals-on-wheels service that improved community relations.
· Brought the facility up to date and into regulatory compliance.


	1994 – 96
	ADMINISTRATION ON AGING, Washington, D.C.

(U.S. Department of Health and Human Services)

Program Specialist

Researched programs for the elderly offered by federal, state, and local agencies.

· Authored statements used by federal officials and members of Congress

· Conferred with and advised numerous agencies involved with the elderly.



	EDUCATION
	M.A., Gerontology, 1974 - University of Maine, Portland ME

Nursing Home Administrator’s License, Ohio



	REFERENCES
	Available upon request.
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