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Versatile and detail-oriented dental professional with 5+ years of experience in healthcare administration,
instrument sterilization, and dental lab support. Skilled in patient scheduling, billing, EHR management,
infection control, and preparation of dental models, night guards, and dentures. Strong organizational,
communication, and teamwork skills, with a proven ability to support smooth clinic and lab operations.

The Tooth Spa, Dental Clinic | Feb 2022 – Mar 2025

Managed patient scheduling, front-desk operations, and
electronic medical records.
Processed billing, insurance claims, and payments accurately
and efficiently.
Assisted with patient intake, treatment coordination, and post
care instructions.
Delivered clear patient communication and education to
improve care experience.

Jinnah Postgraduate Medical Centre (JPMC) Jan 2019  – Jan 2020

Maintained accurate patient records and facilitated effective
communication between departments
Oversaw instrument sterilization and infection control
protocols to ensure patient and staff safety
Assisted in the preparation of dental models, night guards, and
dentures, ensuring accuracy and quality
Delivered high-quality patient care while supporting day-to-day
clinic operations.
Demonstrated strong discipline, punctuality, and consistent
adherence to hygiene and safety standards.

Medix College (Toronto, ON) – In Progress

SMBB University 

💼 Administrative
Patient scheduling & front-desk
management
Billing, insurance claims & EHR handling

🦷 Sterilization & Clinical
Instrument sterilization & infection
control
Lab workflow support & equipment
maintenance

🔬 Dental Lab
Dental models, night guards & denture
prep

🧠 Additional Skills
Patient communication & education
Team collaboration & multitasking
Attention to detail & organizational skills

Dental Office Administration - 
Medix College (Toronto, ON) – In Progress 

Basic Life Support (CPR and AED) -
American Heart Association 

Healthcare Administrator & Patient Coordinator

Dental House Officer

Dental Office Administration

Bachelor of Dental Surgery


