Jane Quinn
19 Suite Avenue ♦ Staten Island, NY 11111 ♦ (917) 555-6877 ♦ jquinn@yahoo.com
Dental Assistant & Acting Office Manager
Dynamic, compassionate, well-entrusted professional, effective leader and multi-tasking expert with over 10 years’ chair-side and practice management experience, ability to translate patient-doctor communications and track record for improving operations, costs, revenue, teamwork and customer satisfaction
Core Competencies

General, Preventative & Cosmetic Dentistry ♦ Patient Diagnostics & Charting ♦ Staff Training & Leadership
Prosthodontic, Periodontic & Endodontic Treatment ♦ Digital X-Ray Technology (Panorex—CDR) 
Supplies Ordering ♦ Vendor Relations ♦ Equipment Sterilization/Repair ♦ Compliance 
PROFESSIONAL BACKGROUND
Dentist Office of James Blake, D.D.S., Queens, NY, 1999 – Present

Dental Assistant / Acting Office Manager

Provide expert chair-side assistance while overseeing office procedures, reception and patient communications, monitoring staff performance, enforcing infectious disease policies and serving as ‘go to person’ for technical/service related issues of fast paced, 9-doctor practice with 15+ dental assistants.
· Prepare over 40 patients daily, produce digital/film x-rays, lay out impression materials, pour/trim bleaching trays, mouth guards and crown/denture models, and clean, spore test and document autoclaves.

· Determine supplies forecast, track weekly inventory and handle procurement for entire practice, including impression/cleaning materials, instruments and related hardware, medications and emergency kits.

· Establish and manage all necessary business accounts and coordinate invoice verification for equipment vendors, sanitation services and hazardous waste pick up.
Selected Achievements:
· Increased customer loyalty through first rate care prior, during and after appointments and initiated effective financial/service communications with patients, which minimized risk of debt/malpractice claims.

· Assumed responsibility for providing new staff orientation/training and organized in-office and online courses that led to staff certification in OSHA and Infection Control.

· Improved operational efficiency by constantly updating material safety data sheets (MSDS) and related disposable/hygiene materials and maintaining impeccable accuracy of all records. 

· Increased profit margins while generating thousands of dollars in cost savings monthly by developing primary contact relationship with sales reps via expert knowledge and negotiation of equipment/material.

· Reduced interruption of care by performing temporary equipment repairs of drills and hydraulic units and mediated between sales, contractors and staff, which ensured proper facilitation of service/deliveries.
ADDITIONAL EXPERIENCE
Dental Office of John Smith, D.D.S., Dental Assistant, City, NY
Hospital, Guest Representative / Dietary Aide, Staten Island, NY
EDUCATION & CREDENTIALS

CPR Certified ♦ Infection Control Certificate ♦ OSHA Compliance Certificate

Dental Equipment/Materials Sales Training, Howard S. Glazer Seminar

Dietary Aide Training, Hospital, 3-month Program
Keywords: dental lab technician, dental billing, MS Word, MS Excel, Dentrix, restorative dentistry, maxillofacial prosthetics, radiography, reversible intra-oral procedures, oral surgery, root canal therapy, implants, laser dentistry
