
S h i v a  A d e l n i a   
Humber village, Etobicoke, ON • (647)7661718   • s.adelnia@gmail.com 

A compassionate and dedicated professional seeking a full/part time position as a Dental Receptionist or Dental 

Assistant. Committed to providing excellent patient care, building strong relationships, and ensuring a positive 

experience for every visitor. Eager to support a collaborative team environment and contribute to the growth and 

success of the dental practice. 

E x p e r i e n c e  

Dentist | Pars Dental Clinic | Isfahan, Iran | 2016-2024 

Explained dental treatments and procedures to patients in clear, simple language 
Maintained accurate patient records and updated patient files regularly 
Collaborated with front desk to manage insurance coverage and patient inquiries 

 
Dental receptionist | AArk dental | British Columbia  Dec 2022-Feb 2023 

Welcomed and greeted patients, creating a friendly and professional first impression 
 Scheduled and managed patient appointments using clinic software 
Answered phone calls, texts, and emails to respond to patient inquiries 
 Entered patient and insurance information into the system 
 Requested and collected signed consent forms for each treatment 
 Explained treatment options and supported patients in making informed decisions 
Discussed financial aspects of treatment and obtained estimates using dental codes 
Sent predeterminations and insurance claims electronically or manually 
Billed patients and followed up with insurance companies for additional documentation 
Ensured the reception and administrative areas remained clean and well-organized 

 

Dental licensing preparation 2023-2025 
Researched RCDSO guidelines and regulatory frameworks in Canadian dentistry 
Gained a deeper understanding of patient communication best practices in Canada 
Familiarized with IPAC (Infection Prevention and Control) principles 

S k i l l s  

Dental Software: Familiar with Tracker and Dentrix 
Patient Care: Patient communication and education, caring and considerate 
Administrative Skills: Typing speed of 30 WPM, Microsoft Office Suite, detail-oriented, organized 
Soft Skills: Problem-solving, responsible, team player, fast learner 
Clinical Knowledge: Familiar with dental terminology 
Work Environment: Able to work in a fast-paced environment and under pressure 

E d u c a t i o n  

Dentistry | Tehran university of medical sciences | Tehran, Iran |  2010-2016 

Harp Certification | DDS masters | Toronto, ON  | June 2025 

           ongoing-expected to be finished by July 2025. 

 



Ac t i v i t i e s  

Reading self-help books, practicing Pilates, trail walking, watching films, learning French, and enjoying meeting 

new people. 


