JAMUNA 
                               Email: jamuna.333865@freemail.com 
Profile

Dedicated and adaptable candidate with the background in dentistry and tourism/hospitality. Knowledgeable and skilled in the management of busy caseloads through the proper implementation of dental nursing and management techniques. Good customer relationship management capabilities. 

Effective decision making and problem solving skills. Good organizational abilities. 

 Key skills

· Customer care, Insurance and office management, Human relation
· Effective interpersonal skills.

· Good training capabilities with a sense of detail, able to provide support for new trainees.

· Proactive team player; adept at engendering loyalty and harmonizing performance among colleagues to achieve optimum service levels through the application of best-in-class hotel and hospitality service principles.

·  Able to work under pressure and adhere to deadlines and targets.
· Strong knowledge of dental and health care principles and their appropriate implementation across various cases.

Education and Qualification 
· (OTHM) Level 6 Extended Diploma in Tourism and Hospitality Management 

St. Peter's College of London, UK 
· National Certificate for Dental Nurses

    King's College London, UK 
· General Dental Council, UK Registration Number: 220050



· Intermediate degree (Management)

    Tribhuvan University (Girls) College, Nepal 
Professional Experience / Career Profile
Dhiman Dental Clinic London, UK (Feb 2010- present)

Manager partly Receptionist (June 2011-Present):

· Arranges patient appointments and explains treatment plans, handles complaints and other concerns.

· Provides training and support for new trainees and dental nurses; performs practice auditing and infection control; checks on laboratory works and keeps records of treatments and other procedures.

· Orders dental materials from suppliers, maintains stocks and ensures availability of all dental equipment to ensure operational efficiency. 

· Provides the clinic owner with daily and weekly reports on the clinics progress and shortcoming.

· Ensures that the clinic is up to date with new regulations. All equipment’s are checked and logged according to the manufacturer’s instructions.

Head Dental nurse (Dhiman Dental Clinic, UK (Feb 2010-2011) 

· Arranges dental instruments for the chair side tray and assists the dentist in performing four-handed chair side dentistry procedures; prepares restorative materials, dental cement, impression materials; sterilizes and maintains equipment using washer disinfector, Autoclave and chemical disinfectants.

· Perform intra-oral procedures such as polishing and removing dental cement, removing sutures, irrigation and taking impressions.

· Assists dentist during normal and surgical extractions and in other procedures to include oral evacuations and mouth/tongue retractions, filling cavities and root canals. 

· Charts all appropriate patient data during exams and treatments on the computer system and patients manual record cards; develops and mounts X-rays according to procedure types while maintaining patient confidentiality.

·  Educates patients on oral hygiene, plaque control and post-operative care.

· Assists dentist during dental and medical emergencies.

· Ensures availability of emergency drug box, oxygen supplies and emergency telephone directory.

Gentle Dental Care London UK (2008-2010)

Trainee Dental Nurse

· Assisted dentist in various dental treatments (General checkup, crown, bridge, dentures, surgical extraction, orthodontist, veneer, home and zoom whittling, dental implant, bone grafting, Botox etc.) under the observation of Qualified Dentists and the Head Dental Nurse.

Himalayan View Guest House and Restaurant, Nepal (2006-2008)
Receptionist & Accountant 
· Welcomed visitors and provided pertinent information on hotel services; entered information into guest books, handled bookings and reservations and took payments.

· Provided other tourist information such as transportation modes, currency, customs; recommended destinations to visit and other pertinent facts.

Additional Skills Training:

- Medical Emergencies for Dentists, UK







- Infection Prevention and Control in Dentistry, UK

- Save a Life Adult, Child and Baby, UK

- Complaint Handling, Health and Safety, Fire Awareness, UK

- Dental radiography 2012 UK

- MS Office applications: Word, Excel, PowerPoint; Internet application  

- Dental software: Kodak R4, Clinical+, SOE Exact, Dental Plus,
Short term work experience:
Receptionist and Dental Nurse (Temporary): Fillingz Dental Recruitment Agency, London UK Sep. 2009 - Feb. 2011 

Receptionist and Dental Nurse at Prison service: HM Prison Brixton, London UK (2012 December)

References: Available upon request

