
P ROF ES S I ONA L S U M M A RY

Organised Health Administrator with 3.5 years of experience in hospital
administration, patient services and health service coordination in Tasmanian
public hospitals. Skilled in patient flow, appointment scheduling, data quality,
clinical support and confidentiality. Committed to smooth patient journeys and
supporting clinical teams. Right to work in Australia; Working with Vulnerable
People registration current.

P ROF ES S I ONA L EXP ERI ENCE

Health Service Administrator (Band 5) Feb 2025 – Present
Royal Hobart Hospital, Hobart TAS

Patient Services Officer (Band 4) Sep 2023 – Jan 2025
Launceston General Hospital, Launceston TAS

Ward Clerk (Band 3) Mar 2023 – Aug 2023
North West Regional Hospital, Burnie TAS

EDU CATI ON

Bachelor of Health Science (Health Administration)
University of Tasmania, Hobart – 2022

VOLU NTEERI NG

Hospital Volunteer 2022 – Present
Royal Hobart Hospital Auxiliary, TAS

KEY  CA PA BI LI TI ES

TECH NI CA L S KI LLS

Electronic medical record

Patient Administration System Excel

Word Outlook Microsoft Teams

KEY  A CH I EVEM ENTS

TRA I NI NG & CERTI F I CATI ONS

WORK RI GH TS  & AVA I LA BI LI TY

Right to Work in Australia
Working with Vulnerable People registration

Availability
4 weeks notice; Hobart, rostered hours
flexible

REF EREES

Available on request.

FIONA CAMPBELL
Health Administrator | Tasmanian Health Service (Band 4–5)

Phone: 0400 000 000 Email: fiona.campbell@email.com Location: Hobart TAS 7000 LinkedIn: linkedin.com/in/fionacampbell

Coordinate scheduling, waitlists and patient flow for a 4-clinic outpatient
service handling 900 appointments a month.

Supervise 5 administration staff, rosters and training.

Maintain patient records with 99% data quality, in line with privacy legislation.

Liaise with clinicians, wards and external providers to resolve referral and
booking issues.

Prepare monthly performance and activity reports for the service manager.

Registered and admitted 80+ patients a day, verifying identity, Medicare and
insurance details.

Cut appointment non-attendance by 12% with reminder calls and text
messages.

Managed billing and discharge paperwork.

Supported patients and families with compassion and clear information.

Coordinated ward admissions, discharges, transport bookings and orders.

Answered calls, updated whiteboards and ensured accurate patient lists.

Welcome visitors and guide patients to appointments.

Patient flow and scheduling

Waitlist management

Medical records and data quality

Privacy and confidentiality

Clinical team support

Reporting and activity data

Staff supervision

Patient communication

Billing and admissions

Cut non-attendance by 12%.

99% patient data quality.

Recognised in the Staff Service Awards,
2025.

Certificate IV in Health Administration

Medical Terminology

Privacy and Confidentiality Training

Customer Service in Healthcare

Mental Health First Aid

Fiona Campbell  |  Health Administrator  |  fiona.campbell@email.com  |  0400 000 000


