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Dental Administrator

Well-organized Dental professional with over 10 years of experience working with patients
and staff using effective communication, listening, and collaborative skills to support
organizational objectives.
Expert in the field of Dentistry, including dental procedures and associated terminology, with
the ability to take parallel and bitewing x-rays, prepare and handle dental instruments, take
preliminary impressions, and provide oral health education.
Knowledge of sterilization techniques for dental instruments to prevent cross-infection
between patients.
Proficient in Microsoft Office applications, including Word, Excel, Teams, and Outlook, along
with Google Workspace to support administrative tasks, paying close attention to detail and
managing time effectively.
Able to file patient information, accurately record dental history, submit documents to
insurance providers, and schedule and manage appointments using dental management
software.

Employment History

Dental Administrator and Manager, Signature Dental Clinic 2022-2025

Recorded relevant patient information with accuracy, such as dental history, treatment plans,
and appointments using dental management software.

Ensured timely completion of clinical administrative tasks by filing documents, preparing
reports, and ordering dental supplies using MS Office, Outlook, Teams, and Google
Workspace.

Maintained seamless operations and effective collaboration among staff by understanding
needs and setting expectations for task completion and problem-solving as needed.
Moderated the clinic’'s social media platforms and created dental content for followers,
promoting oral health practices, applying proficient computer skills.

Dentist, Medical Department - Menofiya University 2013-2025

Provided oral health education by proposing modern dental hygiene techniques.

Sterilized dental instruments by applying IPAC standards of sterilization.

Recorded patient parallel and bitewing x-rays to ensure proper diagnosis and treatment
plans.

Supervised Intern dental professionals during their internship training period in the university
clinics, providing them with practical dental care techniques and administrative tasks.



Dentist, Al-Khareef Medical Complex 2016-2019
e Managed the dental department of the institution by providing other clinics with the

obvious rules for maintaining the workflow.
e Ordered the dental materials for the 3 clinics and revised the financial reports with the

finance department.
e Solved the medical complaints of the patients with other colleagues using informal

discussions and formal investigations.

Professional Development

HARP Dental Radiography Certification, Dental Training Canada (Pursuing)
Accelerated Clinical Dental Support Worker Course, Dental Training Canada (Pursuing)

Education

Bachelor of Dental Medicine and Oral Surgery, Tanta University



