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Professional Summary

Dedicated and detail-oriented healthcare professional with over 10 years of combined clinical and administrative
experience, including dentistry and medical office settings. Recently completed a diploma in Medical Office
Administration with Health Unit Coordination and currently working part-time in a medical clinic setting. Skilled
in EMR systems, patient interaction, clinical prep, and front-desk operations. Committed to providing
compassionate, efficient, and organized support in fast-paced medical environments.

Core Competencies

 Electronic Medical Records (EMR) and Digital Workflow.
* Appointment Scheduling and Patient Reception.

* Time Management and Organizational Skills

 Patient Care and Chairside Assistance

¢ Confidentiality and Professional Communication

« Exceptional interpersonal and communication skills.

Experience

Medical Office Administrator (Part-Time)

Renewed Rehab and Physiotherapy, London | Aug 2025 — Present
< Manage patient check-in and intake EMR.

Verify and update health card and demographic information.

Escort patients to examination rooms and record vitals.

Schedule follow-ups and communicate test instructions.

Maintain cleanliness and readiness of exam rooms.

Organize incoming reports and patient documentation.

Assist in stock management and general administrative duties.

Medical Office Administrator (Intern)
Renewed Rehab and Physiotherapy, London. July 2025 — Aug 2025
« Manage EMR-based patient scheduling, intake, and billing processes.
 Prepare patient files, clinical documents, and digital records with accuracy.
¢ Assist with front desk reception and telephone management.
« Ensure high levels of professionalism and empathy during patient interactions.
» Maintain confidentiality and high-quality standards in patient care documentation.

Office Administrator

Canadian Smart Drivers, Driving school, London. July 2024 — June 2025
¢ Coordinated daily office activities, appointment booking, and file organization.
¢ Managed data entry, client communication, and payment processing.

Medical office Administrator

Welfast Medical Centre, India. January 2021 to May 2024
¢ Scheduled appointments, prepared charts, and supported clinical procedures.
« Assisted with chairside procedures and maintained clinical hygiene standards.
¢ Created, updated, and securely maintained patient records.
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Education

Medical Office Administration with Health Unit Coordination
Academy of Learning Career College | July 2025

Master of Dental Surgery

Annoor Dental College, India | December 2020

Bachelor of Dentistry

Pariyaram Dental College | November 2014

Professional Credentials

¢ Emergency First Aid & CPR level C/AED from Canadian Red Cross
« Infection Prevention and Control (IPAC)

Additional Information

Fully authorized to work in Canada with no restrictions (Permanent Resident).
Holds a valid G-class driver's license.

Fluent in English — Spoken and Written

Available Monday to Friday, full-time

References Available Upon Request



