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Dedicated and result-oriented healthcare management professional with 13+ years of experience managing and 

delivering services as a clinician and in operations. Possessing degrees in dentistry coupled with administrative 

experience, I am adept at streamlining processes and driving clinic growth. 

 

●​ Leadership and 

Management​ ​  

●​ Accounting/Financial  

management/ AR 

●​ Clinical Knowledge

​  

●​ Organizational skills ●​ Patient relations​  ●​ Dental software 

 

 

PROFESSIONAL QUALIFICATIONS 

 

Treatment Coordinator- Dentalcorp 

Riverdale Dental • Toronto​​ ​ ​ ​             ​          ​ ​              2024 - current 
●​ Presented and explained complex treatment plans (including implants, grafts, full mouth rehab), and 

payment options, resulting in a consistent increase in production 

●​ Coordinated patient scheduling and financial agreements ensuring seamless patient flow and 

maximizing clinic efficiency 

●​ Liaised with insurance providers and processed pre-authorizations and claims 

●​ Maintained detailed patient records and treatment plans, utilizing dental software eg Dentrix, Abledent 

●​ Manage financial accounts and AR - balancing and collecting current and outstanding balances 

●​ Supervised staff in the use of current software and office equipment 

 

Patient Care Coordinator- Dentalcorp 

Dentalhouse, Liberty Village • Toronto​ ​ ​ ​             ​                      ​     2022- 2024 

●​ First point of contact with patients in-person, over the phone, and via email 

●​ Educate, discuss and outline benefits of treatment plan(s) with a focus on building patient ownership 

●​ Encourage patient acceptance of treatment options by answering questions and creating value  

●​ Compiling patient data (records, estimates, med history) for complex exodontia appointments 

●​ Update records including documentation of new treatment plan(s), adding and processing insurance 

billing information and sending specialist referrals 

●​ Daily  appointment schedule and hygiene recall list booking patients who are overdue in treatment, 

follow-up appointments, and telephone reminders 

 

Medical Administrative Assistant 

PD Hinduja National Hospital and Medical Research Centre • Mumbai                                                  2019 - 2022 

●​ Scheduled and confirmed medical appointments 

●​ Prepared medical reports and correspondence and briefs for management committee evaluation 

●​ Interviewed patients for intake by completing forms, documents, and case histories, explained 

schedule-detail and specifications to clients 

 

Office Administrator and Patient Care Coordinator 

Smile First Dental Clinic • Mumbai ​ ​ ​ ​ ​ ​ ​                  2017 - 2019 

●​ Guided and explained treatment progress and payment options 

●​ Prepared clients for Orthodontics, assisted treatment- 5+ patients a day   

●​ Developed and maintained a knowledge base of evolving products and services.  

 

Education 

Bachelor of Dental Surgery | University of Health Sciences, India​ ​ ​ ​               2008 

Master of Dental Surgery- Orthodontics | Bharati Vidyapeeth University, India ​ ​ ​               2016 


