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Organized and detail-oriented professionalwith strong experience in healthcare administration and
staff scheduling. Skilled in coordinating care team calendars, managing shift coverage, and
ensuring compliance with staffing requirements. Proficient in using scheduling and EMR systems to
maintain accurate records and optimize workflow. Known for strong communication skills, problem-
solving under pressure, and a collaborative approach to supporting both clinical staff and patient
care delivery. Committed to ensuring continuity of care through efficient and responsive scheduling
practices.

Patient care and
confidentiality
Scheduling
Proficiency in medical
management systems
Inventory management
Appointment Scheduling

Medical Records
Management
Understanding of medical
ethics
Managing patient records
Understanding of dental
terminology

Dental Receptionist
Vincentore Dental Clinic | Mar 2023-Apr 2025

Booking and Scheduling appointments efficiently.
Handling Electronic Data Interchange (EDI) processes.
Managing Direct Billing with accuracy.
Demonstrating excellent phone and email etiquette.
Comfortable assisting with reprocessing and operatory turnovers.
Coordinated with other healthcare professionals to ensure efficient office operations.
Assisted in maintaining a clean reception area by tidying up furniture or vacuuming carpets
regularly.
Educated patients on proper oral health care instructions and preventive measures.
Called patients to confirm scheduled appointments day in advance.

Dental Receptionist
Zeeno Dental Clinic | Mar 2020-Feb 2023

Taught patients about medications, procedures, and care plan instructions.
Obtained client medical and dental history, medication information, symptoms, and allergies.
Collected and documented patient dental and medical information such as blood pressure,
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heart rate, pulse, respiratory rate and weight.
Performed dental records management, including filing, organizing and scanning documents.
Provided assistance to dentists during dental treatments and procedures as needed.

Postgraduate Rotational Intern
University of Benin | Feb 2019-Feb 2020

Rotated across multiple dental departments providing chairside support
Came up with new ideas and improvements, which were discussed with senior employers.
Recorded data and maintained source documentation following good documentation
practices.
Worked under supervision of senior employers to help plan and direct work of organization.
Managed instrument preparation and sterilization
Gained experience in orthodontic, pediatric and geriatric dental care

Bachelor of Science: Dental Surgery
University of Nigeria | Nsukka, Nigeria | Dec 2018

English:

Full Professional


