MEDINAH SUBAIR

Mississauga, ON | (437) 818-7810 | subairmedinah(@gmail.com

PROFESSIONAL SUMMARY

Experienced and organized Dental Professional with 5+ years in busy dental offices. Skilled in front desk operations,
scheduling, insurance verification, and treatment coordination. Proficient in EMR systems with a strong grasp of
dental terminology. Known for creating a welcoming environment, supporting clinical teams, and ensuring smooth
daily operations. Eager to grow into an Office Manager role in a supportive practice.

HIGHLIGHTS OF QUALIFICATIONS
e Extensive Customer Service Experience: Proven ability to deliver exceptional customer service in
dynamic, fast-paced environments, effectively managing both emergency and non-emergency situations.

e Digital Health & EMR Systems: Overseeing the development, integration, and optimization of electronic
health records (EHR), EMRs, patient engagement tools, and online booking systems to improve efficiency,
patient outcomes, and service delivery

e C(lear & Effective Communication: Exceptional verbal and written communication skills, capable of

handling stressful situations with professionalism and clarity.

e Data Management & Accuracy: Proficient in manipulating and analyzing data with a high degree of
accuracy, ensuring thoroughness and attention to detail.

e Technologically Proficient: Expertise in using MS Office, Google Suite, client database systems, and
computer-aided dispatch tools.

e Customer-Centric Approach: Committed to providing high-quality care and assistance, with a track record
of delivering exceptional customer service and support in both healthcare and call center environments.

e Team Collaboration & Autonomy: Capable of working effectively both independently and as part of a team,
with a focus on continuous professional development and mentoring.

EXPERIENCE

Head Injury Rehabilitation Ontario Hamilton, CA
Rehabilitation Facilitator February 2024 - Present
e Implement personalized rehabilitation plans to promote client independence and empowerment, focusing on
skill development and client-centered care.
e Maintain professional communication with clients, staff, and the community, ensuring clarity and empathy in
all interactions.
e Managed patient records and streamlined front desk operations using EMR systems, ensuring accurate
documentation, efficient scheduling, and smooth billing processes.
e Actively participate in program design, development, and implementation, contributing to the continuous
improvement of rehabilitation services.
Advocate for client rights, ensuring dignity and respect while providing care.
Ensure compliance with safety protocols and manage client information securely, fostering a safe and
supportive environment in accordance with the Personal Health Information Protection Act (PHIPA) at all

times.
Computershare Investor Services Toronto, CA
Call Centre Agent February 2024 - March 2025

e Provide outstanding customer service by connecting shareholders to unknown assets, ensuring a positive
client experience.

e Manage both inbound and outbound calls, efficiently validating leads and assisting clients in asset recovery
processes.
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e Accurately document call details and ensure data integrity while processing client information in a secure
manner.
e Resolve customer inquiries and complaints professionally, maintaining a high level of service even under
pressure.
e Build strong relationships with institutional account holders, offering expert advice on legal requirements and
guiding them through the stock transfer process.
e Ensure data accuracy and compliance with confidentiality protocols while resolving customer inquiries and
complaints with professionalism.
General Hospital, Lagos Lagos, NG
Dental Surgeon Jan 2018 - Oct 2023
e Provided comprehensive patient care, from initial assessments to post-treatment follow-ups, ensuring high
standards of medical practice.
e Performed a range of medical procedures, including emergency response, surgical extractions and restorative
dentistry, while maintaining accurate patient records.
e C(Collaborated with healthcare teams to monitor patient progress and adjust treatment plans as needed, ensuring
optimal outcomes.
e Adhered to strict infection control measures, safety protocols, and ethical standards, demonstrating a
commitment to patient safety and well-being.
EDUCATION
Diploma | Data Science and Big Data /WeCloudData - Ontario, Canada 2024

Bachelor Of Dental Surgery: Dentistry | College Of Medicine University of Lagos - Lagos, Nigeria 2017

PROFESSIONAL DEVELOPMENT

o Meta-Analysis Academy 2025

e Mental Health First Aid 2025

e N2 Canada (CITI Program) / TCPS2-CORE 2024

e N2 Canada (CITI Program) / Health Canada Division 5 2024

e Good Clinical Practice and ICH (CITI Program) 2024

e Canadian Red Cross / Standard First Aid CPR/AED Level C 2024

e WHMIS 2023 Training 2024

e PHIPA Online Training 2024

e Google, Data Analytics Professional Certificate 2022

e Advanced Cardiovascular Life Support (ACLS) | American Heart Association 2021

e Basic Life Support for Healthcare Providers. American Heart Association | BLS 2020
SKILLS

e Professional written and oral communication

e Client-centered care and advocacy

e Compliance with safety and confidentiality policies

e Program design, development, and implementation

e Time management and task prioritization

e Continuous professional development and mentoring
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