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______________________________________________________________________________________

_________________________________​________Objective_____________________________________
To obtain a challenging and rewarding position, with an organization that promotes professional advancement and personal growth where I am able to achieve bottom line results which formulating and implementing advanced business solutions. 

______________________________________________________________________________________

__________________________________Professional strengths_________________________________
· Posses high-level communication and leadership skills with the ability to recognize and implement efficiencies

· Outstanding organizational skills, highly detail-oriented, with effective time management skills

· Ability to resolve inconsistent or missing data information

· Self-starter, able to prioritize workload, exercise sound judgment and reliable
· Independent thinker with the ability to resolve complex departmental problem

· Ability to work in a fast-paced environment

· Ability to maintain good relationship with patients, co-workers and doctors
______________________________________________________________________________________
_____________________________________Computer Skills___________________________________
· Proficient in basic operating systems like Microsoft Word, Excel, Power Point, Outlook, Adobe, Java, Vista, Windows XP, and the Internet

· Knowledge in Peachtree and QuickBooks
· Fundamental knowledge of Oracle, Dental Software, Kodak OPMS, Quick Ceph software, Dentrix, Tops, Dolphin imaging and Dolphin management

______________________________________________________________________________________
__________________________________Professional Experience _______________________________
Clinical Manager, Head Orthodontic Dental Assistant Bruno Orthodontics, Chevy Chase, Maryland USA, 2008-January
· Management of clinical assistants to assure task are being completed by deadline  
· Training of all clinical staff members
· Prepare billing and coding practice for Professional claims

· Create and monitor annual/monthly budget for clinical inventory 
· Order office supplies and inventory within monthly budget
· Administrative duties: scheduling, answering incoming phone calls and  emails, post charges and payments
· Routinely provide consultation to new patients with presentation of procedures and financial  payment plans
· Monitor schedule timing and make sure every patient is seen on time for appointment
· Invoicing and collecting all outstanding accounts receivable

· Track and resolve invoice short payments with internal and external customers to ensure payments and reimbursement are correct

· Reconcile bank statements and invoices
· Assist with information needed for yearly tax and auditing 
· Decease monthly inventory budget by 55%

· Resolve any patient complaints or concerns
· Send completion and start treatment letter to General Dentist

· Call patients a day later to check up on them after big processors

· Send panoramic x-ray to general dentist after taken

· Tray setups
· Laboratory skill (models, pouring, essix retainers)

· Direct and Indirect bonding/ Debond/ repairing brackets

· Wire change and wire bending

· Bonding lingual wires and lingual braces
· Records (Intra and extra-oral photos, impression, x-rays)

· Invisalign (polyvinyl impression) and submission of cases online
· Placing & removing appliances (herbst, quad helix, distal jet, HAAS, LLHA)

· Fitting, bonding and removing bands

· O.S.H.A. / Infection control & sterilization

· Orientation to patient care

· Communication & Organization skills

· Digital x-rays (panoramic, cephelomatric and frontal)
Head Orthodontic Dental Assistant, Patient Consultant Larson Orthodontics, Alexandria, Virginia USA 2005-2008
· Routinely provided consultation to new patients with presentation of procedures and financial  payment plans
· Administrative duties: scheduling, answering incoming phone calls and  emails
· Train new dental assistant team members
· Decease monthly inventory budget by 35%
· Prepared  Monthly Reports, ensure payments and reimbursement are correct
· Reconciled invoices and statements
· Submitted invoices and billing to insurance companies

· Processed electronic claims

· Resolved any patient complaints or concerns
· Tray set up

· Charting

· Laboratory skill (models, pouring, essix retainers)

· Direct bonding and Debond

· Wire change and wire bending
· Records (Intra and extra-oral photos, impression, x-rays)

· Invisalign (polyvinyl impression)

· Placing & removing appliances (herbst, quad helix, distal jet, HAAS, LLHA)

· Fitting, bonding and removing bands

· O.S.H.A. / Infection control & sterilization

· Ordering office supplies for clinical
· Orientation to patient care

· Communication & Organization skills

· Digital x-rays (panoramic, cephelomatric and frontal)
______________________________________________________________________________________
______________________________________Education_______________________________________
· West Potomac High School




               (June 2006)

Certificate of Dental Assistant and Radiology Certificate

· Northern Virginia Community College


              

  (May 2010)

Associates of Applied Science Degree, Accounting 


· Strayer University





     (September 2011)
Bachelors of Applied Science Degree, Accounting, 3.4 GPA
______________________________________________________________________________________

___________________________________Community Service__________________________________
· Worked with Hygienist at NVCC (2005)

· Mission of Mercy (MOM project) at NVCC: assisted for 2 years (2004-2006)

· Assisted in Oral and Maxillary Surgery (2006)

· Make a child smile at Howard University (2010)

