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Jane Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804
(888) 555-1234



OBJECTIVE

A challenging position as a Medical Dental Assistant working closely with patients that will challenge my abilities as a certified professional.
SUMMARY  
· More than five years experience as a Medical Dental Assistant. 

· Thorough knowledge and excellent knowledge of modern office practices and procedures. 

· Strong customer service skills, with the ability to diffuse difficult situations.
· Proficient in general office duties, including Microsoft Office and knowledge of basic business techniques and methods of using standard word processing, spreadsheet, database and other office software and equipment. 

· Type accurately at a rate of 40 w.p.m.; use multi-key calculator, maintain precise records. 
· Knowledge of machines and tools, including their designs, uses, benefits, repair, and maintenance. 

· Skilled in taking impressions, bite registrations and fabricate models.
RELATED EXPERIENCE

Perfect Dental Health Inc. Indianapolis, IN.                                                                             2008 - Present 

Medical Dental Assistant
1. Arrange dental instruments and materials for chair side tray.
2. Assist in dentist in conducting multi-handed chair side dentistry procedures.
3. Set up and maintain various files, records.

4. Interpret customers' insurance.
5. Tracked patient information, and entered into electronic medical record. 

6. Maintained examining room cleanliness between patients, exam room supplies, and equipment. 

7. Perform intra-oral procedures such as placing amalgam, polishing and removing dental cement, removing sutures, irrigation and taking impressions. 
8. Skillfully prepare restorative materials and dental cement.
9. Sterilize instruments using autoclaves and chemical disinfectants to maintain accepted standards.
Athletic Dental Care Clinic, Indianapolis, IN.                                                                             2006 - 2008 

Medical Dental Assistant
1. Demonstrated initiative and responsibility for my work and for others. 

2. Treats all patients with compassion.
3. Complete special projects as assigned including organized contact list and filing system of all my patients.
4. Assisted dentist in manage dental and medical emergencies. 

5. Maintaining emergency drug and oxygen supplies and emergency telephone directory. 

6. Educated patients about oral hygiene, plaque control, and post-operative care. 

7. Documented dental care services and maintained in patient charts/records. 

Care One Indianapolis, IN.  .                                                                                                         2005 - 2006 

Medical Dental Assistant
1. Assisted dentist in all procedures including oral evacuations and mouth/tongue retractions. 

2. Chart all appropriate data of patients during exams and treatments. 
3. Developed and mounted x-rays according to the type of procedure. 

4. Maintained daily schedules to ensure workflow efficiencies and patient flow. 
5. Oversaw the cleaning, sterilization and maintenance of all equipment and instruments. 
6. Possess effective communications skills, and work well with others at all levels.

EDUCATION

Columbus North Patriots High School, Columbus, IN 

Diploma

Indiana University, Bloomington, IN
School of Nursing
Certified Medical Dental Assistant 
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