Paola K. García Checa                                                                                                                                         

                       PO Box 34314                                                                                                                                                

       Fort Buchanan, PR 00934      Objective
         Mobile: (787) 529-7233       To obtain a position in the field in which my training and background can be utilized
           Home: (787) 279-2064
           Employment History

         Dental Assistant (Practice)

            2014      Clínica Dental y Laboratorio    Toa Alta, PR
· Assist Dentist in dental fillings, extractions, sealants, and check-up procedures.
· Process and expose digital dental X rays; maintain patients records, sterilize dental instruments, assist with patients scheduling, and lab equipment organization.
· Educate patients on postoperative and general oral health care.
· Annotate and organize customers dental records and history
· Perform preliminary oral health exams

 Secretary
    2009-2010    Veterans Hospital       San Juan, PR
· Answer multi-line telephone calls in a courteously and efficiently manner.

· Prepare, organized, and file documents and records.

· Coordinate and follow-up schedule appointments with VA customers.

Skills  
· Proficient in Data Input, Microsoft Excel, Microsoft Word, and Power Point.
· Great ability to share work knowledge and apply safety instructions.
· Effective at working within a team or independently.
· Take charge under any stressful situation and keep composure.
· Fluent Bilingual in Spanish and English.
· Great Customer  Service  Interaction.           
Education
   2014         National University College       Bayamón, PR
· Associate Degree in Dental Assistant with Expanded Functions

                                                          2009         Antilles High School      Fort Buchanan, PR

· High School Diploma
