Mamuk Yeabiyo Mokonen (548)-384-9928 | mamukyeabiyo@gmail.com | Guelph, ON N1H7G9

PROFESSIONAL SUMMARY

Dedicated HARP Certified Dental Assistant / Dental Front Desk with more than 2 years of experience in
the dental Industry. Experience managing front office operations and providing chair-side assistance.
Proven ability to improve patient satisfaction, streamline scheduling, and maintain meticulous patient
records using Dentrix and Open Dental. Trilingual in English / Tigrinya, and Amharic. Willing to work on
Call, Part-time, Full-time and available to work Monday to Friday, including Saturday.

EDUCATION & CERTIFICATIONS

Bachelor's in Biological Science, University of Guelph Present
Certificate, HARP, Dental Training Canada, Toronto, ON 2025
Clinical dental support worker, Dental Training Canada, Toronto, ON 2025
Diploma, Dental Administrative Assistant, Academic of Learning Career College, Toronto, ON 2025
Standard First aid & CPR C +AED, St. John Ambulance, Guelph, ON 2025
Certificate, WHIMS, Immigrant service, Guelph, Wellington 2024

QUALIFICATIONS

« Proficient in dental office software, including Dentrix, Open Dental

«»+ Skilled in assisting with a wide range of procedures, including extractions and implant
placements

% Proficient in taking and developing dental X-rays

< Experience in scheduling appointments and managing patient flow

<+ Data Management, insurance processing, and billing

+ Excellent communication skills, team Coordination, and Office Support

% Computer Skills: MS Office, Dental Software

Monday Tuesday Wendenday Thursday Friday Saturday Sunday

8 am-4PM - 8 AM-4 PM 12-closing Full day Full day Full day

RELEVANT EMPLOYMENT HISTORY
Dental assistant(on call), Dental clinic in Guelph June 2025
% Supported patients before and after treatment with instructions and reassurance

«» Prepare and sterilize dental instruments and treatment rooms
« Managed dental materials and assisted with charting and record keeping
% Record patient information and update dental charts

Dental Administrative Assistant (Co-op), Ironwood Dental — Guelph, ON
May-June 2025
« Managed high-volume incoming calls and voicemail messages professionally

« Scheduled, confirmed, and canceled appointments using dental software
< Welcomed patients, handled check-ins and check-outs efficiently

*» Prepared and submitted insurance claims; coordinated billing inquiries

R0

< Maintained accurate patient records and ensured PIPEDA compliance



«» Fostered positive relationships with patients and staff through courteous and empathetic

communication

Dental Receptionist, Yoma Clinic, Addis Ababa, Ethiopia 2021-2022
% Provided front desk support and scheduled patient visits
«» Communicated with patients in Amharic and Tigrinya
+ Responded to inquiries and followed up on insurance documentation

«» Supported dentists with administrative coordination and file organization



