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Professional Summary   

Dedicated and detail -oriented Dental Assistant/Receptionist with over 4 years of 

experience in general dental assisting, chairside procedures, patient preparation, 

instrument sterilization, and dental office administration. Skilled in dental software, 

appointment coordination, and maintaining accurate patient records. Committed to 

supporting dentists and hygienists in delivering high -quality care and ensuring patient 

comfort.  Received Permanent Resident status and available to work full-time. 

 

Professional Experience   

Dental Assistant / Receptionist  

Dendoc Clinic, [Kerala, India] | Jan 2023 – Jul 2025   

- Competently took and processed digital x -rays , adhering to safety protocols and 

providing  

high -quality diagnostic images for treatment planning.    

- Assisted in general dentistry, implant surgery, and clear aligner orthodontic procedures,  

ensuring patient comfort and procedure efficiency .  

- Maintained accurate and detailed patient records, including clinical notes and billing  

entries, ensuring compliance with practice management standards.   

- Performed thorough sterilization of instruments and ensured adherence to IPAC (Infection  

Prevention and Control) protocols, maintaining a safe and hygienic clinical environment .  

- Managed patient flow  effectively to minimize wait times, coordinating seamlessly with the  

dental team to ensure timely and organized appointments.   

  

Dental Assistant / Receptionist  

Smile Dental Clinic, [Delhi, India] | Jan 2021 – Dec 2022   

- Assisted clients with service inquiries, billing issues, and product recommendations.   

- Prepared treatment rooms before each patient visit following strict infection control  

guidelines, enhancing operational readiness and patient trust.   

- Demonstrated strong knowledge of dental instrumentation, assisting efficiently during  

diverse clinical procedures .  

- Established strong rapport with patients, providing compassionate care while maintaining  

professional and ethical standards at all times.   

- Collaborated proactively with dentists, hygienists, and administrative staff to support  

smooth daily operations  within the practice.   

- Maintained thorough understanding of health and safety regulations within the dental  

practice, ensuring compliance in all duties performed.   

 



Key Skills   

- Proficient in chairside assisting and four -handed dentistry to support efficient clinical  

workflows.    

- Dental Office Administration  

- Familiar with Infection Prevention and Control (IPAC) protocols for maintaining clinical 

safety.  

- Skilled in dental radiography and digital imaging. Undergoing HARP certification for safe X 

ray procedures 

- Experienced in sterilization protocols and clinical safety standards for patient and staff  

protection .  

- Patient Scheduling & Appointment Management, Customer Service Excellence 

- Dental Terminology Knowledge   

- Capable of assisting in various dental procedures by preparing instruments, materials, and  

patients.   

- Experienced in educating patients on oral hygiene practices and treatment options.   

- Knowledgeable in handling dental emergencies and delivering appropriate care .  

- Skilled in performing dental impressions and creating diagnostic models .  

- Familiar with preventive treatments and routine dental cleanings.   

- Problem -solving skills to anticipate chairside needs and ensure smooth procedures .  

- Strong communication skills for interacting with patients and collaborating with dentists. 

 

Education   

Bachelor in Dental Surgery, Govt. Dental College, Kerala, India   

 

Additional Courses/ Certifications 

Diploma in dental assisting and dental hygiene – Alison, 2025 

Comprehensive training in chairside assistance, infection control protocols, patient 

communication, dental anatomy, and oral hygiene procedures. 

 

Certificate in Dental Assistant Fundamentals – Alison, 2025 

Fundamentals of dental assisting, including clinical procedures, sterilization techniques, and 

administrative duties. 

 

Certificate in Dental Radiography: Theory and Techniques – Alison, 2025 

Principles and safety in dental radiography, equipment handling, and imaging interpretation. 

 

Certificate in Oral Health Care – Alison, 2025 

Preventive oral care, patient education, and community oral health promotion. 

 

Diploma in Clinical Research, Pharmacovigilance and Medical Writing – ISCP, 2022 

  

 


