HEMRAIJ N. SOLANKI

Phone: +1(437)-983-0444
Email: hemrajsolanki039@gmail.com
LinkedIn:https://www.linkedin.com/in/hemraj-solanki

EDUCATION

Fanshawe College
- Post Graduate Diploma in Health Systems Management

K.L.E. V.K. Institute of Dental Sciences
- Bachelor of Dental Surgery

CERTIFICATION
NDAEB CDA LEVEL Il

PROFESSIONAL EXPERIENCE

Isomorphics Dental Lab. Inc, Scarborough
Dental Laboratory Assistant

Preparing and pouring dental impressions.

Prepared plaster models and moulds.

Shared Hospital Lab., Sunny brook Health Sciences Centre, Toronto

Administrative Assistant

May 2019 — Dec 2019

Aug 2008 — Aug 2015

April 2025

April 2022 - March 2023

Pack plastic material in moulds to form full or partial dentures.

Maintaining an organized and clean laboratory workspace.

Assisted with inventory management and ordering of laboratory supplies.

Maintaining accurate records of work completed and communicating with dental technicians regarding job status.

April 2022 — October 2022

- Answering and directing calls, taking messages, and making phone calls on behalf of the laboratory. -
Using office equipment to check emails, send faxes, make copies, and update computer database.
- Sorting, filing, and maintaining filing systems for efficient recordkeeping and easy retrieval.

- Maintaining inventory on office and lab supplies.

- Completing assignments and projects according to instructions from supervisors.

Sunnybrook Health Sciences Centre, Toronto
Administrative Assistant
- Review, evaluate administrative procedures.

- Data management through Salesforce COVAXON platform.

Jan 2021 - July 2021

- Establish work priorities and ensure procedures are followed and deadlines are met.
- Maintain and implement office procedure and attend to general issues and fixing simple problems. -
Promoting health and safety awareness and assisting with Covid-19 vaccination.

- Greeting and verifying patient information.
- Coordinate data administration procedures.



