
RIYA JINDAL 

Mississauga, ON | (437) 488-2731 | riyajindal097@gmail.com 

 
PROFESSIONAL SUMMARY 

Hardworking, reliable, and customer-focused individual with excellent communication, multitasking, 

and organizational skills. Experienced in front desk operations, scheduling, and customer service. 

Quick learner with a strong work ethic, capable of thriving in fast-paced environments. 

 
WORK EXPERIENCE  

 

DENTAL SUPPLIES COORDINATOR 

Hatch Group INC – Mississauga, ON July 2025 – Current 

-Managed inventory, stock levels, and product catalog organization. 

-Processed orders, prepared purchase orders, and coordinated with suppliers. 

-Handled billing, invoicing, and sales record maintenance using QuickBooks. 

-Prepared pricing, quotations, and supported procurement activities. 

-Maintained customer relationships (CRM) and communicated with clinics and vendors. 

-Ensured accurate data entry, documentation, and workflow optimization. 

-Applied knowledge of dental products to support sales and operations. 

 
RECEPTIONIST/FRONT DESK ASSOCIATE 

Pearl Dental Care – Mississauga, ON (Volunteer work) May 2025 – July 2025 

-Greeted patients, answered inquiries, and managed appointments in a busy clinical setting. 

-Used Tracker software for scheduling, patient data entry, and appointment coordination. 

-Maintained organised records and supported day-to-day administrative operations. 

-Assisted with inventory checks and restocking of clinical supplies. 

 

ASSOCIATE DENTIST AND OFFICE ADMINISTRATOR 

Goyal General and Dental Clinic - Punjab, India Feb 2021 - Apr 2025 

- Managed front desk and provided excellent customer service to clients. 

- Handled scheduling, phone calls, appointment confirmations, and queries. 

- Managed inventory, stock, and daily operations. 

- Maintained digital records and handled administrative tasks. 

- Worked collaboratively with staff to ensure smooth daily operations. 

 

LECTURER 

Surendera Dental College - Sri Ganganagar, India Jan 2020 - Jan 2021 

- Managed academic records and provided guidance and support to students. 

- Assisted with scheduling and organizing lectures and sessions. 

- Communicated effectively with students and colleagues. 

 

EDUCATION 

Bachelor of Dental Surgery (BDS) 

Surendera Dental College & Research Institute, India 

2014 - 2019 

 
SKILLS 

- Customer service & communication. 

- Time management & multitasking. 

- Cash handling & POS operation (Quick learner). 
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- Problem-solving and teamwork. 

- Phone etiquette & appointment scheduling. 

- Microsoft Office (Word, Excel, PowerPoint). 

- Inventory management & organization. 

-Proficient in using Tracker dental software. 


