
OLADAPO OGUNJIMI
DENTAL ASSISTANT/DENTAL ADMINISTRATOR 

oladapooluwatunmise@gmail.com | Pickering,ON | (437) 241-6566 |Willing to Relocate 

PROFESSIONAL SUMMARY 

HARP certified detail-oriented Dental professional with over 3 years of combined clinical and 
administrative experience supporting general, surgical and orthodontic procedures. Skilled in chair-side 
assisting, digital charting, sterilization protocols and treatment coordination. Knowledge in CDAnet 
claims processing, ODA Fee Guide billing, insurance verification, and maintaining seamless patient 
flow. Strong communication skills with a commitment to providing a warm and professional patient 
experience.  Demonstrated ability to support dentists efficiently while ensuring accuracy, infection 
control compliance, and exceptional patient care.

SKILLS 

• Digital Charting & Patient Records
• Sterilization & Infection Control Protocols
• Treatment Coordination & Case Presentation
• High-Volume, Multi-Line Phone Operation

• Chair-side Assisting
• Electronic Health Record
• Treatment Estimates & Payment Plan
• CDA Claims & ODA fee guide

RELEVANT EXPERIENCE 
 

Aug. 2025 - Oct. 2025DENTAL ADMIN ASSISTANT 
Ivory Dental

● Chair-side support and assisting
● Patient file navigation and booking workflow using ABELDent
● Patient booking and recall
● Processed treatment plans and generated cost estimates to improve patient financial

transparency.
● Insurance pre-authorization and claims
● Provided radiography support and assisted sterilization processes
● Demonstrated empathy and professionalism in client interactions, maintaining a welcoming

clinic environment.

Nov. 2023 – Jul. 2025 DENTAL ADMIN/TREATMENT COORDINATOR 
Smile 360 Dental Specialists

● Delivered front-desk and clinical support for 15+ patients per day, improving office workflow
efficiency by 20%.

● Acted as liaison between patients and clinical and administrative staff to ensure good patient
experience

● Improved case acceptance by 30% through treatment plan education and cost clarification.
● Managed recalls, follow-ups and walk-ins achieving 92% appointment retention.
● Accurately handled patient records and consent forms, reducing administrative errors by 25%.



Nov. 2022 - Nov. 2023 DENTAL ADMIN/DENTAL ASSISTANT
 Hilton Dental Clinic

● Supported general, surgical and orthodontic procedures
● Radiography and sterilization support
● Greeted and checked in/out patients while maintaining a welcoming environment and reducing

wait times by 35%.
● Increased recall effectiveness by 25% through proactive reactivation
● Collaborated with dental staff to streamline workflows and improve administrative turnaround

by 15%.
● Presented treatment plans and guided patients through treatment process

EDUCATION 
BACHELOR OF DENTAL SURGERY (BDS) - UNIVERSITY OF IBADAN 2021 

CERTIFICATION 
• H.A.R.P - 2025
• I.P.A.C - 2025
• Accelerated Clinical Dental Support Pathway - Dental Training Canada. 2025
• Leadership and Management in Health, University of Washington. 2025
• Monitoring and Evaluation in Health, University of Washington. 2025
• Invisalign Certification - Align Tech. 2024

TOOLS
ABELDent (familiar with other EHRs) | i-Tero | MS Office (Excel, Word, Outlook) 

| Google Workspace | Zoom | Multi-line Phone Systems 

AVAILABILITY 

Available full-time, Monday to Friday; Weekends as needed 




