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Professional Summary 

Focused and reliable skilled dental health care professional with a strong background in Dental 
surgery, 6 years of working experience in fast-paced healthcare environments and a genuine passion 
for providing an exceptional patient experience. A proactive and good team player with good 
interpersonal skills, excellent caregiver-patient relationships, and the ability to communicate 
effectively. Well–versed in standard operating procedures, administrative roles, patient treatment 
coordination, and follow–up protocols. Dedicated to acquiring more experience and growth, with 
opportunities to broaden my knowledge and skills while contributing my best to the organization I 
work for.  

Highlights of Competencies
• Customer Service and medical billing                           

• Scheduling appointments and treatment 
coordination 

• Microsoft Office proficiency 

• Proficient in Data entry and use of 
Electronic Medical Records (EMR) 

• Proficient in History taking Subjective, 
Objective, Assessment, and plan (SOAP) 
documentation 

• Excellent Verbal and written 
communication skills 

• Meticulous Attention to detail, multi-
tasking abilities, and good problem-
solving skills. 

• Relevant Dental and maxillofacial clinical 
experience 

• CPR/BLS experience and certification 

 

Work Experience  

Oral and maxillofacial Surgery resident and Administrative Coordinator 
Lagos State University Teaching Hospital, Ikeja, Lagos. Nigeria.                                         Sep 2023 – Sep 2025  
 

• Planned and organized Patient appointments

• Team lead responsible for creating duty rosters and schedules to ensure the efficiency of 
workflow  

• Maintained optimal level of knowledge through consistent research and presentations of case 
reports at hospital academic seminars. 

• Assessed, diagnosed, and managed patients in the dental and maxillofacial units at the 
emergency, inpatient, and outpatient departments. 

• Performed minor surgical procedures and assisted major procedures under the supervision of a 
senior resident 

• Educated patients on post-operative care of their oral health and care of orthodontic and 
restorative devices including braces and retainers. 

• Assisted and participated in the management of Pediatric dental cases including pulp therapies 
and dental trauma-related problems, and utilized behavioral modification techniques in the 
management of children as well as patients with special-care needs.  
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Dentist assistant /treatment coordinator  
Randle general hospital, Surulere. Lagos. Nigeria                                                               Dec 2020 – Nov 2021 

• Supervised employees and assessed performances to determine clinic needs. 

• Scheduled and coordinated medical appointments and patient referrals to appropriate specialists 

• Participated in the diagnosis and treatment planning of dental conditions while adhering to 
clinical guidelines 

• Monitored sterilization of dental instruments while maintaining clinic safety guidelines  

• Took impressions for orthodontic and restorative appliances. 

• Assisted in the delivery of orthodontic treatment, fit orthodontic removable appliances, and 
educated patients on the care of appliances. 

• Performed radiological procedures including cephalometric, panoramic, bitewing, and periapical 
X-rays. 

• Utilized downtime to perform routine tasks, preventing service delays  

• Provided and maintained the highest standard of patient care by educating patients on treatment 
plan options and maintaining oral health 
 

 

Dental Administrator/Treatment coordinator 
Iraye specialist dental clinic. Lagos-Island, Lagos. Nigeria                                                  Jan 2020 – Dec 2020                                                                                                                                         

• Maintained Patient Satisfaction with forward-thinking strategies focused on addressing patient 
needs and resolving concerns 

• Responsible for administrative tasks including answering phones, responding to emails, 
documenting, and retrieving patient charts. 

• Processed payments, billing, and insurance information. 

• Built strong relationships with patients through a positive attitude and attentive response 

• Scheduled and coordinated medical appointments and patient referrals to appropriate specialists 

• Provided and maintained the highest standard of patient care by educating patients on treatment 
plan options 

• Prepared the dental office workspace in advance of appointments 

• Handled and monitored sterilization of dental instruments 

• Maintained good working relationships with co-workers and utilized downtime to perform routine 
tasks, preventing service delays. 

  

Dentist assistant and treatment coordinator 
Lagos university teaching hospital. (LUTH) Idi-araba, Lagos. Nigeria                                 Jan 2019 – Jan 2020                                                                                                                       

• Responsible for creating duty rosters and schedules to ensure the efficiency of workflow. 

• Monitored the sterilization and usage of dental equipment  

• Examined patients, assessed physical condition, identified signs and symptoms, and gathered 
personal details 

• Monitored vital signs of patients before and after treatments. 

• Organized community outreach programs to provide medical education and screening to less 
privileged community members in rural settings. 

• Maintained optimal level of knowledge through consistent research and presentations of Case-
reports and selected topics at academic seminars. 
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Education and Training 

Bachelor of dental surgery (BDS)  

College of Medicine, University of Lagos. Nigeria                                                              Sep 2012 - Aug 2018    
 
Dental Elective program   
Tufts University School of Dental Medicine, Boston, USA                                                Sep 2018 
 

Residency training (oral and maxillofacial surgery) 

Lagos state university teaching hospital (LASUTH). Lagos, Nigeria                                 Dec 2021 – Sep 2025 
 
    

 

Certifications 

Associate fellow (Oral and maxillofacial surgery) 
Residency training National postgraduate medical college of Nigeria.                                 Nov 2024 
 
Health Technology and Administration – Medical records 
Accenture learning exchange                                                                                                        Jun 2023 
 
Customer Service Introduction and Excellence 
Accenture learning exchange                                                                                                        Jun 2023 
 
Soft skill Leadership and Time Management training     
Jobberman Soft skills. Lagos. Nigeria                                                                                             Apr 2021   
 
Epidemiology, the basic science of public health                                                                
University of North Carolina at chapel hill                                                                                  Jan 2020 
Online certificate course offered through Coursera.          
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