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SUMMARY 

Ten years extensive experience and knowledge in the Air Force Dental career field, electronic medical 

records, providing educational classes and training, personnel management, records 

management/documentation and readiness skills/training. Recently retired (E-5) as the Operations 

Supervisor of Records and Reception in a large dental clinic. Managed schedules for 25 providers, 

appointments, reviewed reports, drafted letters and memorandums, managed shipping and receiving of 

dental records and established office policies and procedures. 

KEY QUALIFICATIONS 

• Active Secret Security Clearance as of 4/2017. 

• Collects data for accounts and reports to higher level of command and resolves procedural and 

administrative problems. 

• Expert knowledge of Microsoft Office, Outlook, Internet Explorer, DTS and typical office 

machines daily to produce various forms of correspondence. 

• Administration, medical record documentation, communication skills, instruction, leadership, 

policy analysis, receptionist, supervisory, technical training and technician skills. 

• Ability to simultaneously complete complex multiple task in stressful high paced environments.  

• Self-starter with exceptional follow-up skills with the ability to work with little to no supervision.  

• Organize events for 200+ attendees including logistics coordination, preparation or materials to 

ensure flawless execution for event. 

 

EXPERIENCE 

UNITED STATES AIR FORCE, Aviano Air Base, Italy.                    Jun. 2014-Feb. 2017 

OPERATIONS SUPPORT SUPERVISOR / LEAD ORTHODONTIC TECHNICIAN   
 

• Maintained daily schedules for 30 dental professionals and operations for records and reception. 

• Disseminated information and/or guidance on new or changed administrative policies and 

procedures. 

• Reviewed 5K medical records insuring 100% accuracy of dental treatment and documentation. 

• Interpreted regulations, directives, policies and contingency plans as they relate to the support of 

medical mission. 

• Managed Orthodontic care section, reviewed dental records and patient requirements. Scheduled 

appointments for 200 specialty care patients monthly.  

• Facilitated Dental Logistics $500,000 supply and equipment budget, maintaining operations for 

24 dental treatment rooms in a large facility. 

• Disseminated Wing Safety information, regulations and/or guidance as the unit Safety Manager.  
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UNITED STATES AIR FORCE, Luke Air Force Base, AZ.                     Jul. 2009 - May. 2014 

DENTAL ASSISTANT JOURNEYMAN / PROGRAM MANAGER 
 

• Assisted dentist in patient treatment utilizing four-handed dentistry techniques and preformed 

dental cleaning procedures. 

• Lead oral surgery technician; educated and instructed 10 dental assistants in oral surgery training 

allowing for base top productivity. 

• Managed Periodontal Management program, scheduled specialty cases; insuring continuity of 

care and oral health. 

• Provided oral health knowledge to the base population and surrounding local area, through mass 

briefings and detailed PowerPoint presentations. 

• Conducted/taught readiness & emergency management trainings for large flights and participated 

in Wings disaster exercises as the Manpower Response and Security team leader. 

 

UNITED STATES AIR FORCE, Ramstein Air Base, Germany.      Aug. 2006 -Jun.2009 

DENTAL ASSISTANT / ORAL MAXIALFACIAL SURGERY TECHNICIAN 
 

• Preformed administrative support duties to the Dental Support Flight, Clinical Flight and Dental 

Laboratory Flight; to include medical record maintenance, pay patient billing, patient coordinator 

for highly job sensitive patients, scheduling and clinical support. 

• Administered dental cleanings; used hand-held/ultrasonic instruments and conducted oral health 

counseling.  

• Implemented infection control standards in accordance with OHSA standards, rules and 

guidelines. 

• Assisted and coordinated complex oral maxillofacial surgeries at the Landstuhl Regional Medical 

Center for critical care transport of wounded warriors. 

• Maintained inventory of vital equipment, supply levels and medications in the Oral Surgery 

Department.   
 

EDUCATION 

Associates Degree: Dental Assisting, Community College of the Air Force, Maxwell AFB, AL 

Supervisor Skills Certification, Airman Leadership School, Luke AFB, AZ 

Dental Assisting Certification, Technical Training, Sheppard AFB, TX 
 

AWARDS & PROFESSIONAL AFFILIATIONS  

Air Force Commendation Medal for Meritorious Service, 2014 

Dental Squadron, Airman of The Year, 2011 
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