
		D E N T A L


Olivia Brooks
Dental Treatment Coordinator
Tampa, FL
(813) 555-0148
o.brooks@email.com
in/oliviabrooks
CREDENTIALS
RDA (Florida)  Registered · X-ray
BLS / CPR (AHA)  Valid thru 2026
SOFTWARE
Dentrix · Eaglesoft · Open Dental · Weave · Microsoft Office
SKILLS
Treatment planning · Insurance & benefits · Case presentation · Scheduling · Financial arrangements · Recall & reactivation
EDUCATION
Dental Assisting, Diploma
Hillsborough Community College
	Dental treatment coordinator who turns treatment plans into booked, accepted care. 8 years bridging clinical and front office — presenting cases, maximizing insurance benefits, and keeping the schedule full. Patients trust me to make care clear and affordable.
	82%
CASE ACCEPTANCE
	
	95%
SCHEDULE FILLED
	
	8 yrs
EXPERIENCE


Experience
	Treatment Coordinator
	2020 – Present


Bayshore Dental Studio — Tampa, FL
1. Present treatment plans and financial options, holding an 82% case-acceptance rate.
1. Verify insurance, estimate benefits, and set up payment plans before treatment.
1. Keep the doctor’s schedule 95% filled through recall and reactivation campaigns.

	Front Office Dental Assistant
	2017 – 2020


Gulf Coast Family Dental — Tampa, FL
1. Managed scheduling, check-in, and claims submission in Dentrix.
1. Reduced outstanding insurance claims 30% through diligent follow-up.

	Dental Assistant
	2016 – 2017


Brandon Smiles — Brandon, FL
1. Assisted chairside and cross-trained into front-office operations.

	STRENGTHS
Case Presentation · Insurance Verification · Patient Relations · Scheduling · Treatment Planning · Bilingual (Spanish)






