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Section 1: Introduction to Administration Management

e Defining what hospital administration is and its necessity for the success of a
hospital.

e Communicating with colleagues and patients using confident body language,
professional tone of voice and language.
e Upholding high standards of personal presentation, etiquette, and dress code.

e Exploring the skills, responsibilities and competencies needed to be a successful

hospital administrator.

Section 2: Handling Documents

e Understanding the purpose of all medical patient forms.

¢ Collecting patient in-take documents, diagnostic reports, and department activity
reports to ensure full compliance with hospital board standards.

e Organising documents using electronic systems to increase accessibility to all
necessary individuals throughout the hospital.

e Implementing physical and technical security measures to protect confidential patient

documents.

Section 3: Communication Between Departments

¢ Acting as the prime communicator throughout all hospital departments.
e Ensuring all information and communications can easily travel between departments.
e Establishing systems and improving communication channels to improve
communication efficiency to reduce potential patient harm.
e Understanding the potential influences that may impact the effectiveness of

communications and implementing measures to correct these.

Section 4: Managing Finances

e Investigating each individual department’s income and outgoing costs.



¢ Analysing costs utilising various methods to identify areas of significant waste and
strategise ideas to reduce it.

e Conducting risk assessments to explore areas of high financial risk and implement
preventative measures to reduce risk probability.

e Improving service utilisation by adjusting budgets from department to department
based on necessity and patient demand.

Section 5: Monitoring Department Activities

e Managing the occupation of rooms, beds, staff, and equipment to ensure maximum
effective utilisation.

¢ Analysing the use of necessary and luxury resources and ensuring a constant stock of
necessities.

e QOverseeing the recruitment and training of new employees to comprehend how to best
delegate them to tasks and projects.

* Investigating the evolving demand for patient care and searching for innovative ideas
and technologies to help meet these.
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YouTube Video

https://www.youtube.com/embed/22yLeHQLEgM?si=Wx8ip_0gefRAaxNh
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