
ASTHA ADHIKARI      
Toronto ON,  M4X 1R4      

C: (647) 639 3934 I asthaadhikari670@gmail.com   

WEBSITE, PROTFOLIO, PROFILES      

     

• https://www.linkedin.com/in/astha-adhikari-a3352284/      

PROFESSIONAL SUMMARY      

     
 A dedicated and highly organized medical administrative assistant with extensive 

experience in healthcare office management, patient coordination, and office support. 

Skilled in managing medical records, scheduling appointments, billing, insurance 

verification, and maintaining compliance with healthcare regulations. Adept at handling 

multiple tasks in fast-paced environments while providing exceptional customer 

service to patients and medical staff. Strong communicator with a proven ability to 

streamline office operations, improve workflow, and enhance patient experiences. 

Seeking to leverage administrative expertise and a deep understanding of medical 

office procedures in a dynamic healthcare setting. 

WORK HISTORY     

   

11/2022 – 6/2023      Medical Secretary (Contract) 

      Mount Sinai Hospital – Toronto, ON   

• Scheduled patient appointments for OB/GYN consultations, prenatal visits, and 

diagnostic test, optimized provider schedules for maximum efficiency. 

• Answered patient calls, provided appointment reminders, and offered basic 

medical information as per provider instructions. 

• Greeted patients, check in/out appointments, and collected required forms such 

as medical histories and consent forms. 

• Provided administrative support for physicians, including preparing charts, 

managed correspondence, and handled referrals. 

• Recorded minutes for secretarial staff meetings when required.   

   

03/2022 – 11/2022   Customer Service Representative (Contract)  

     The Hospital for Sick Children – Toronto, ON     

• Communicated Critical Lab Result to the most responsible healthcare professional.     



• Maintained accurate log of calls received and results released.     

• Always maintained confidentiality of patient and staff information     

• Printed and faxed the significant findings report to the appropriate areas and 

provided notification to Medical Officer of Health for all reportable laboratory results.     

• Responded to inquiries to include but not limited to, add-on testing, sample 

collection requirements, taking ownership of all calls and pursued resolution.   

  

2021/12 – 2022/03       COVID Clinic Certified Assistant            

           Wellfort Community Health Centre – Mississauga, ON      

• Conducted patient registration at COVID-19 testing site, verified, and obtained 

updated patient demographics.     

• Provided COVID-19 education brochures for public.      

• Prepared lab requisitions for walk in clients.     

• Provided testing kit to clients and directed them to their assigned tester.     

• Monitored physical distancing and infection control practices.     

     

05/2018 to 2021/12        Medical Administrative Assistant      

      Complete Footcare and Therapy Clinic – Mississauga, ON      

• Scheduled appointments for new and existing patients in fast-paced setting, 

facilitated patient flow, assisted patients into and out of treatment rooms/chairs.      

• Inputted all payments, checked on this monthly to make sure all payments were 

entered. Also, kept track of outstanding payments.      

• Filled out various insurance forms and mailed out to insurance companies providing 

the necessary paperwork for all medical equipment that required a prescription.      

• Performed clerical duties, such as word processing, data entry, answering phones in 

professional manner, filed confidential patient documents, faxed pharmacies, and 

communicated effectively to submit prescriptions and refills.      

• Dressed post surgical wound, assisted chiropodist during treatment and surgery, and 

provided instructions to the client about how to take care of the wound at home.       

EDUCATION      

     
04/2018     Ontario College Diploma: Medical Office Administration     

Centennial College – Scarborough, ON       

   Relevant Topics Include: Medical Terminology, Medical Office Procedures,     

Medical Machine Transcription, Medical Office Assisting/Billing, Field Placement      


