OLUWAMUYIWA OLASEHINDE

489, Rossland Rd E, Ajax, ON L1Z 0K8, Canada. muyiwa olasehinde@yahoo.com

Mobile: (519) 830 8716 LinkedIn: https://www.linkedin.com/in/muyiwa-olasehinde

PROFESSIONAL SUMMARY

Dedicated administrative professional with over 4+ years of experience managing customer interactions and optimizing office
operations while ensuring compliance with regulations. Committed to providing exceptional customer service and maintaining a
welcoming environment for clients and customers. Proficient in scheduling and billing software programs and equipped with
strong communication and interpersonal skills to enhance customer satisfaction and support other professionals.

WORK EXPERIENCE

e Dental Receptionist/Registrar
University of Medical Sciences Teaching Hospital (UNIMEDTH)
October 2020 — September 2024
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Greet and assist patients upon arrival at the Oral Diagnosis/outpatient clinic, ensuring a positive first impression and
seamless check-in

Manage patient inquiries, confirmations, and cancellations through effective communication

Ensure that accurate patient records are kept via database management using ABELDent

Process referral letters and other correspondences in a timely manner, ensuring compliance with privacy regulations
Ensure appropriate referrals of all patients to the specialist clinics

e Administrator/Treatment Coordinator
Dental Centre, University of Medical Sciences Teaching Hospital (UNIMEDTH)
December 2021 — December 2023

o Coordinated a team of 50 dental personnel including dentists, dental therapists, dental technologists and dental
assistants in a fast-paced environment.

o Involved in the day-to-day running of all specialist clinics, overseeing their materials inventories and staff.

o Repositioned the center during a period of significant staff shortage

o Assisted with patient billing and insurance claims, ensuring timely follow-up and resolution of inquiries

o Collaborated with team members to implement new procedures that improved office workflow and patient
satisfaction.

EDUCATION

e Bachelor of Dental Surgery
Obafemi Awolowo University

e Certificate in Human Resource Management
Ife Business School

SKILLS SUMMARY
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Microsoft Office Suite

G-suite

Dental Office Experience

ABELDent

Excellent Written and Verbal Communication Skills
Customer Relationship Management

Inventory Management

Administrative Experience

Multitasking
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CERTIFICATIONS

e Standard First Aid & CPR/AED Level C - 105467773
Canadian Red Cross
October 2024 — October 2027

e Infection Prevention and Control; IPAC Core Competencies
Public Health Ontario
October 2024




