Mehwish Hassan
115 Holbrook Court, Milton ON L9E 1J2
Email: dr.mehwishhassan@gmail.com

Cell Phone: 1 (519) 239-7827

PROFILE

* Working as an Administrative Assistant at Dr. Sidra Hassan Medicine Professional Corporation
* Worked as a Dental Assistant at Monarch Dentistry Huronatrio Street Mississauga on a part-time basis
* Worked as an Orthodontic Treatment Coordinator at Faizan Dental Clinic, Chakwal, Pakistan

* Worked as a Marketing and Communications Executive in Raydent Supplies (Singapore) Pte Ltd
* Worked as a Dental Surgery Assistant in Expat Dental, Singapore

* Worked as a General Dental Practitioner in a well reputed dental practice in Pakistan

* Worked as a Dental Assistant in Universal Dental Centre, Granville, Australia

* Registered dentist in Pakistan Medical and Dental Council

* Graduated with gold medals in Bachelor of Dental Surgery

* Worked as a House Officer at Punjab Dental Hospital Lahore, Pakistan

* Extensive ability to learn and grasp new techniques within a short period of time

* Leadership and teamwork skills to accomplish tasks assigned

* Proficient oral and written communication skills

EDUCATION

Bachelor of Dental Surgery December 2011

De’Montmorency College of Dentistry Lahore, Pakistan

Major:

* Oral surgery

* Conservative dentistry
* Orthodontics

* Prosthodontics

WORK EXPERIENCE

Administrative Assistant November 2023 - Present
Dr. Sidra Hassan Medicine Professional Corporation

* Provide administrative support to the employer like document tracking and filing and monthly reporting.
* Coordinate meetings, and schedule appointments.

* Maintain and supply monthly office supply orders.

* File management and record keeping.

* Handle patient records, including updating information and maintaining confidentiality.

* Arrange travel schedules and make reservations.

* Manage billing and insurance claims processing.

Dental Assistant April 2024 — August 2024
Monarch Dentistry, Mississauga

*  Work with patients to make them comfortable in the dental chair and to prepare them for treatment and
procedures
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Sterilize dental instruments

Prepare the work area for patient treatment by setting out instruments and materials
Help dentists by handing them instruments during procedures

Keep patients' mouths dry by using suction hoses or other equipment

Instruct patients in proper dental hygiene

Process x rays and do lab tasks under the direction of a dentist

Keep records of dental treatment

Orthodontic Treatment Coordinator April 2021 — September 2022
Faizan Dental Clinic, Pakistan

Explaining treatment options and related costs

liaising between the orthodontist and the patient and assisting in the gathering of information in the new patient
experience, as well as coordinating a treatment plan with the doctor and presenting it to the patient

Negotiating financial arrangements with the clients

Providing a calm and warm environment for patients who are otherwise anxious and concerned about how to
afford orthodontic treatment

Coordinating, as needed, with other offices who share in the care of patients, making sure referrals and
correspondence are received and followed up on.

Responsible for some internal accounting duties that support the practice’s goals for profitability

Marketing Communication Executive October 2017 — March 2019
Raydent Supplies (S) Pte Ltd

Developing affiliate marketing programs

Creating and maintaining an online business plan

Staying up to date on software or data trends

Keeping current knowledge of online trends

Worked with a team of designers and designed a new E-commerce platform shop.raydent.com.sg
Optimised all dental products in specific categories to make the website user-friendly

Responsible for all online activities including uploading related pictures and videos, writing articles to advertise
new products

Updating website for new mobile or computer systems to appeal to current and future customers
Providing analytic reports of online sales
Search Engine Optimization (SEO), Google Analytics, Social Media, Email marketing.

Dental Surgery Assistant August 2016 —January 2017
Expat Dental, Singapore

Work with patients to make them comfortable in the dental chair and to prepare them for treatment and
procedures

Sterilize dental instruments
Prepare the work area for patient treatment by setting out instruments and materials
Help dentists by handing them instruments during procedures

2|Page



Mehwish Hassan dr.mehwishhassan@gmail.com

Keep patients' mouths dry by using suction hoses or other equipment
Instruct patients in proper dental hygiene

Process x rays and do lab tasks under the direction of a dentist

Keep records of dental treatments

Schedule patient appointments

Work with patients on billing and payment

Senior Dentist January 2015 — March 2016
The Dental Consultant, Clinic, Rawalpindi

Providing professional dental service and care to patients.

Examining patients' teeth and diagnosing their dental conditions.

Dealing with routine appointments and checkups, taking impressions etc.
Dealing with emergency cases like relieving patients' pain.

Filling cavities,

Examining x rays,

Straightening teeth

Repairing fractured teeth.

Performing corrective surgery to extract teeth and replace missing teeth.
Assisting the senior dentist in performing dental implant procedures.

Dental Assistant March 2014 — December 2014
Universal Dental Centre, Granville, Sydney

Greeting patients and introducing them to the practice

Seating patients in the treatment area

Providing oral hygiene instructions, preventive dentistry and dietary counseling

Chair-side assistance

Sterilisation and preparation of instruments according to the current infection control standards

House Surgeon March 2012 — March 2013
Punjab Dental Hospital Lahore, Pakistan

Monthly Rotations in:

Diagnostic

Orthodontics

Prosthodontics

Conservative

Surgery under local and general anesthesia
Paedodontics

Crown and bridge

Periodontics

SKILLS
* In-depth knowledge of dentistry * Ability to describe procedures in simple language
* Customer care skills * Strong Communication and Interpersonal skills
* Creative problem solving skills * Influencing/negotiation skills
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Ability to function within a team environment as a
supportive and positive contributor

Familiarity with dental softwares

Taking Radiographs
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Ability to work independently

Effective Presentation Skills

Impression taking

4|Page



	PROFILE
	EDUCATION
	Major:

	WORK EXPERIENCE
	Monthly Rotations in:

	SKILLS

