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                 Curriculum Vitae- Stefana-Viviana Todirascu
Phone: +447928286672
Email: Viviana.tdu@gmail.com
Location: London
Personal Profile
Motivated and organised Dental Receptionist with experience in patient care, appointment management, and front desk administration. Proficient in using Dentally software, processing payments, managing patient recalls, and consistently delivering excellent customer service. Previously promoted to Supervisor in a fast-paced retail environment, demonstrating strong leadership, problem-solving, and team coordination skills. Now seeking to progress into a Dental Practice Manager role, where I can contribute to high standards of patient care and the efficient day-to-day operation of the practice.

Key Skills
· Dentally Software 
· Telephone & Email Communication 
· Patient Recalls 
· Administrative Support 
· Customer Service 
· Organisation & Time Management 
· Leadership 
· Teamwork 
· Attention to Detail 
· Problem Solving 

Education
Oct 2025-Present -University of Wales Trinity Saint David (UWTSD), London 
Certificate of Higher Education (CertHE) – Business Skills for the Workplace 
2020-2024 Economic High School, Romania: Romanian Baccalaureate Diploma



Work Experience
Dental Receptionist
SameDay Dentist
 April 2025 – Present
· Schedule patient appointments using Dentally. 
· Answer telephone calls and respond to patient emails. 
· Process payments and maintain accurate patient records. 
· Manage patient recalls and follow-up appointments. 
· Provide excellent customer service to patients. 
· Support clinicians with administrative tasks. 
· Ensure smooth day-to-day operation of the reception. 
Supervisor
Wenzels
2024-April 2025
· Supervised team members during shifts. 
· Assisted with staff training. 
· Resolved customer concerns professionally. 
· Managed cash handling and daily opening/closing procedures. 
· Ensured high customer service standards. 
Languages
· Romanian – Native 

IT Skills
· Dentally 
· Microsoft Word 
· Microsoft Outlook 
· Microsoft Excel (Basic) 
· Microsoft Teams

References: On request
Cover Letter
Dear Hiring Manager,
I am writing to express my interest in the Dental Practice Manager position at Rodericks Dental Partners. Currently working as a Dental Receptionist at SameDay Dentist, I have developed strong administrative, organisational, and customer service skills within a busy dental environment. Combined with prior leadership experience as a Supervisor at Wenzels,
In my current role, I manage patient appointments using Dentally software, answer telephone calls and emails, process payments, handle patient recalls, and ensure every patient receives a professional and welcoming experience. Working in a high-volume dental practice has strengthened my organisational skills, attention to detail, and ability to manage multiple tasks simultaneously while maintaining composure.
Before joining SameDay Dentist, I worked as a Supervisor at Wenzels, where I built valuable leadership skills by supporting daily operations, supervising staff, resolving customer concerns, and upholding high standards of customer service. That experience reinforced the importance of teamwork, effective communication, and motivating others toward shared goals.
I am particularly drawn to this role because of my genuine interest in the dental field and my desire to develop a career in practice management. My background in patient care, customer service, administration, and team leadership has prepared me well for this opportunity. I am committed to continuing learning, taking on greater responsibility, and supporting both patients and colleagues in delivering outstanding dental care. Rodericks Dental Partners appeals to me specifically because of the organisation's commitment to high-quality patient care and the professional development of its teams, and I would be proud to contribute to a workplace that values both.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills, experience, and dedication could make me a valuable member of your team, and I look forward to hearing from you.
Yours sincerely,
Stefana-Viviana Todirascu
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Dental Practice Manager

Banning Dental Group 7 - 39 W

Job details

& £50,000 - £55,000 a year

Company pension, Flexible schedule
© Permanent, Full-time

Q@ London




