
Karamveer Kaur 
E-mail : Karamveerkaur771@gmail.com 

AREAS OF STRENGTH

⦁ Documentation and Filing ⦁ Quick Books

⦁ Good Handling of Products ⦁ Communication

⦁ Organisation Skills ⦁ Microsoft Office

⦁ Quick Learner

⦁ Computer Skills

⦁ Focused on Work

⦁ Problem Solving

⦁ High Paced 
Environment

⦁ Payroll 

⦁ Abelmed

OBJECTIVE
Dedicated and focused employee who excels at prioritizing, completing multi task 
simultaneously and following through to achieve project goals.  Dynamic team leader 
with strong communication and interpersonal skills combining innovation with excellent 
operational standards.

QUALIFICATION

Bachelor of Dentistry & Surgery 
Adesh Institute of Dental science & Research ,Punjab , India 

Baba Farid University of Health Sciences & Research 

Health Care Administration
St. Lawrence College, Toronto, ON (2017 – 2018)

SKILLS WITH COMPUTER
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⦁ Proficient with the following operating systems:

⦁ DOS, XP, Windows Vista, Windows 7, Windows 8, Windows 10

⦁ Knowledge with following applications : 

⦁ Quick books, Abelmed 

⦁ Knowledge with the following applications:

⦁ Microsoft Office - Word, Excel, Access, PowerPoint, Outlook

WORK EXPERIENCE
Dental Administrator: (2017 To 2018) 
(Woodlands Dental clinic) 
Duties:

⦁ Preparation of goods & patient for treatment 

⦁ Maintaining billing records . 

⦁ Maintenance of office.

⦁ Handling insurance & records. 
Office Administrator (Sept 2018 To Oct 2022 ) 
(Skydome Auto & Truck Centre, Brampton , ON )

⦁ Tracks office supplies inventory & approves supply orders.

⦁ Prepare reports & presentation.

⦁ Monitors office operations.

⦁ Providing information about products & services to customers.

⦁ Solving & Response to customer complains and process return. 

Dentist BDS (Oct 2022 To Oct 2023)
(Patti Dental Clinic ) 

Duties : 

⦁ Examine patients & maintain their medical records. 

⦁ Perform Oral treatment as per patients need. 

⦁ Identify tooth decay , fillings & root canals etc. 

⦁ prescribe medicines as required . 

Dentist BDS ( Jan 2024 to Present ) 
Bites & Braces ( A multispeciality dental & implant clinic ) 
Duties : 

⦁ Examine patients & maintain their medical records. 
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⦁ Perform Oral treatment as per patients need. 

⦁ Identify tooth decay , fillings & root canals etc. 

⦁ prescribe medicines as required .

Ielts General Test 17 Dec 2023  

Overall score : 7.5 
Listening : 8.5 
Reading : 8.0 
Writing : 6.0 
Speaking : 6.5 

Wes  Equivalency  Ref (3387836IMM) -  Five Years of professional study in 
dentistry  
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