
HOLLY NEWPORT
newhollyport@gmail.com

London, Ontario

647 741 6811

EDUCATIONEXPERIENCE

Answering telephone calls and returning e-mails, scheduling                                                      
appointments using our designated software.
Issuing invoices for treatment and prescribed medication after
each consultation, receiving and verifying payments after each
consultation. 
Monitoring the inventory of items for sale by the practice and
restocking these, as needed and overseeing the sale of items
stocked by the practice.

Handling cash and processing POS transactions, completing invoices
and accessing customer accounts.
Maintaining timely communications with clients and business
partners.
Ordering supplies, scheduling, payroll and other administrative
duties

Patient Care Coordinator

Camera Expert /
Administrative Assistant

Bachelor of Fine Arts 
OCAD University 

Bioped Footcare - London, Ontario

Henrys Camera - Mississauga Ontario

2015 - 2020

 2021- 2022 

April 2015-  Dec 2018

EXPERTISE

DAILY TASKS

Self - Management Skills

Customer Service 

Organization 

Communication Skills

Proactive Attitude

Answering phones, clinic emails and
responding to patient inquiries

Booking and modifying
appointments/ prioritizing
appointments based on urgency and
symptoms 

Faxing other clinical offices regarding
patients 

Direct Billing & POS transactions

Ordering supplies for clinic and
patients

Filing patient folders, maintaining
organized clinical records. 

Making sure patient intake
paperwork is completed correctly. 

Contacting insurance to ensure
patients get funding for prescribed
treatment to receive the highest
quality of care 

Keeping business reports in good
standing order and maintaining
professional contact for business
partners 

Help accountants by keeping track of
payables, statements and monthly
expenses, 

Respond to internal and external requests for information and
maintain and update records
Manage communication between physicians and clients
Work with external partners/suppliers as needed
Maintain our appointment booking system and triage client
situations by gathering the necessary information to determine client
needs
Engage with clients for follow-ups 
Complete other administrative duties (e.g., office supply
management, placing orders, processing payment, answering phones
and inquires, etc.
Administrative duties related to patients in the Veterans Care Unit at
Parkwood Institute 

Administatrive Assistant
Animals Health Partners - North York , Ontario

Jan 2019- 2021

Lead Patient Care Coordinator
123 Dentist - London, Ontario

2022- 2024

Direct billing, EOB’s, insurance breakdowns, issuing statements, contacting
patients for outstanding balance and accounts receivable.
Opening and closing front desk duties- booking appts and answering phone
Maintaining a condense, filled schedule for clinic
Using Tracker software / RecallMax / CareCru and Microsoft Office
Understanding dental terminology 
Maintaining AR by following up on payments 

Patient Care Coordinator
Dental Corp - London, Ontario

2025 - Present

Similar tasks to position at 123 Dentist

a hard working , above and beyond admin with
aspirations to be a Dental Office Manager 


