
DIVYA BAJAJ 

Markham, ON | 437-239-4704 | drdivyabajaj@gmail.com 

PROFILE 

• Customer support professional with 8+ years of experience across telecom, healthcare, 

retail, and dental environments. 

• Skilled in multi-channel support, client management, technical troubleshooting, and 

service excellence. 

• Strong problem solver, self-starter, and team player with exceptional organizational, 

interpersonal, and time-management abilities. 

EXPERIENCE 

Dental Office Front Desk / Receptionist- Dev Dental 

Scarborough, Canada | Jan 2026 

• Greeted patients professionally and served as the first point of contact, ensuring a 

welcoming and positive patient experience. 

• Managed front desk operations, including patient check-in/check-out, appointment 

scheduling, confirmations, and follow-ups. 

• Coordinated daily appointment schedules to optimize chair time and support efficient 

clinic workflow. 

• Answered high-volume phone calls and emails, responding to patient inquiries with 

professionalism and empathy. 

• Verified patient information, updated electronic dental records, and ensured accuracy 

and confidentiality at all times. 

• Processed payments, explained treatment estimates, and addressed billing or insurance-

related questions clearly. 

• Assisted with insurance verification, claims submission, and follow-ups to ensure timely 

reimbursement. 

• Communicated effectively with dentists, hygienists, and assistants to relay patient needs 

and schedule changes. 

• Maintained compliance with privacy regulations (PHIPA/PIPEDA) when handling patient 

records and conversations. 

• Managed cancellations, no-shows, and waitlists to minimize schedule gaps. 

• Supported overall clinic operations by maintaining organized records and a clean, 

professional reception area. 

 



Pharmacy Enhanced Support Specialist — Loblaw Companies Ltd. 

North York, Canada | Mar 2021 – Jul 2023 

• Provided support to Loblaw and Shoppers Drug Mart pharmacies across Canada through 

multi-channel communication. 

• Delivered L1 troubleshooting for hardware, software, and network issues, escalating 

when required. 

• Gathered information quickly, communicated the next steps clearly, and set 

expectations regarding resolution timelines. 

• Summarized complex, multi-system issues to leadership to ensure smooth transitions 

between support teams. 

• Managed back-office tasks, including critical incidents, escalations, unassigned queues, 

and pager-reported issues. 

• Maintained high-level knowledge of Kroll, Healthwatch, ServiceNow, and pharmacy tech 

environments. 

• Identified recurring issues and recommended improvements to reduce future incidents. 

• Assisted in training new hires and shadowed them to perform their duties efficiently. 

• Collaborated with internal departments to ensure timely investigation and resolution of 

store incidents. 

Inbound Sales Representative — Nordia Inc. (Bell Canada) 

North York, Canada | Nov 2020 – Feb 2021 

• Provided first-level support to Bell Canada customers for billing, services, and upgrades. 

• Assessed customer needs and recommended personalized telecom solutions. 

• Routed and processed orders using Siebel CRM and SAP systems. 

• Delivered clear communication and strong customer service in a high-volume inbound 

environment. 

 Dental Surgeon — Shine N Smile Dental Clinic 

Bangalore, India | Jun 2015 – Oct 2018 

• Assisted senior dentists and managed multi-practitioner dental operations. 

• Conducted patient examinations, recorded vitals, and reviewed medical/dental 

histories. 

• Managed office workflow including scheduling, third-party forms, patient orders, and 

lab coordination. 

• Promoted oral health in underserved communities. 

• Utilized the Practo app to improve patient flow management and digital presence. 

Dental Assistant — Jain Dental Care 



Jabalpur, India | Apr 2010 – Jan 2011 

• Supported dental practice operations and coordinated patient care. 

• Took dental impressions for crowns, fillings, and temporary restorations. 

• Assisted senior dentists to deliver comprehensive, quality care. 

• Maintained confidential patient records with accuracy and professionalism. 

VOLUNTARY EXPERIENCE 

Smile and Shine Dental Clinic, Bangalore, India — Mar 2017 

• Conducted dental health camps during Oral Health Awareness Week. 

• Assisted senior physicians in examining 100+ patients. 

Jabalpur Hospital & Research Center, Jabalpur, India — Feb 2009 – Nov 2009 

• Worked as a Dental Assistant providing preventive and clinical services. 

• Assisted with charting, room preparation, and patient coordination. 

EDUCATION & CERTIFICATIONS 

• Bachelor of Dental Surgery (BDS) — College of Dental Science & Hospital, Indore, India 

• Ongoing HARP Certification, Jan 2026 

• Medical Office Administrator Certificate — Ashworth College (Sept 2020) 

• Healthcare Connections Program — ACCES Employment (Feb 2020) 

TECHNICAL SKILLS 

• Systems: ServiceNow CSR, Kroll, Healthwatch, Siebel CRM, SAP Billing, Genesis CTI 

• Healthcare: PHIPA, PIPEDA, HIPAA compliance; Accuro; FreedomRx; Digital Rx 

• Software: MS Word, Excel, PowerPoint 

SOFT SKILLSS 

• Conflict Management 

• Problem Solving 

• Attention to Detail 

• Team Collaboration 

• Leadership Support 

• Time Management 
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