Komalpreet Kaur
281 Fernforest Drive, Brampton, ON L6R 1L9
 preetkomal44117@gmail.com
 Phone: 437-878-6015
Professional Summary
Detail-oriented and organized medical Reception professional with 2 years of combined experience in concierge, customer service, and medical reception environments. Skilled in patient coordination, administrative support, record management, and front-desk operations. Strong ability in people management, resolving inquiries, maintaining accurate documentation, and providing high-quality client care. Equipped with digital marketing, organizational, and communication skills developed through Creative Industries Management. Seeking a Healthcare Administrator role to contribute efficiency, professionalism, and patient-focused service.
Key Skills
Healthcare Administration Skills:
- Patient & Client Assistance
- Appointment Scheduling & Calendar Coordination
- Medical Record Management & Data Entry
- Reception & Front Desk Operations
- Health Information Documentation
- Confidential File Management
- Patient Flow & Front Desk Coordination

Administrative & Professional Skills:
- People Management
- Conflict Resolution & Interpersonal Skills
- Strong Verbal & Written Communication
- Professional Phone & Email Etiquette
- Reports, Logs & Documentation Handling

Technical Skills:
- MS Office Suite (Excel, Word, Teams, Outlook)
- Digital Marketing
- Social Media Management
- Basic Computer Proficiency
Professional Experience
VP Protection inc- North york, ON
Concierge | July 2024 – present
· Managed front-desk operations, greeting and assisting visitors in a professional, patient-focused manner.
· Performed ID verification, sign-ins, and confidential record updates.
· Handled phone and email inquiries, providing timely information and directing individuals to the correct department.
· Maintained accurate daily logs, incident reports, and documentation with strong attention to detail.
· Responded calmly to emergencies and urgent situations, ensuring safety and proper escalation.
· Coordinated access for staff, contractors, and guests, demonstrating strong organizational and scheduling skills.
· Supported smooth building operations through communication with management and emergency services.
· Ensured a welcoming, safe, and customer-centered environment.

Wincon Security – Markham, ON
Concierge | Jan 2024 – June 2025
Served as the first point of contact for residents, guests, and contractors, delivering professional reception services.
Managed inquiries, phone calls, visitor access, and daily front-desk operations.
 Supported building operations by coordinating maintenance requests and documenting incidents.
 Responded to urgent situations with calm and effective communication.
 Maintained detailed reports and ensured accurate daily log documentation.
 Fostered a safe, respectful, and customer-focused environment.
Om Parkash Dental Clinic – India

Dental Receptionist | Jan 2022 – Dec 2023
· Greeted and welcomed patients, managing dental check-in and check-out procedures.
· Scheduled, confirmed, and adjusted dental appointments using clinic scheduling systems (quick to adapt to Open Dental).
· Answered phone calls and addressed patient inquiries regarding treatments, appointments, and office policies.
· Verified patient information, updated dental records, and maintained accurate documentation.
· Assisted patients with insurance verification, billing inquiries, and payment coordination.
· Maintained strict confidentiality of patient health information in accordance with privacy standards.
· Coordinated with dentists, hygienists, and clinical staff to ensure efficient patient flow.
· Managed filing, scanning, and organization of dental charts and administrative documents.
· Provided a welcoming, professional, and patient-focused front desk experience in a busy dental office.
Education
• Creative Industries Management – Sheridan College
• Information System Business Analysis – Pures College of Technology
• Bachelor’s Degree in Economics – India
Certifications
• Certificate in Administration Health Management
• Dental Assistant
• First Aid & CPR Certification
• Ontario Security Guard License – Valid
• G2 Driving License – Valid
Availability
• Available immediately
• Flexible for shifts, evenings, and weekends
