11.1.5 A.3 DENTAL ASSISTANT JOB DESCRIPTION

Description:

Performs chair side assistance in all operative and dental treatment procedures. Perform office and clerical procedures relative to t patient records, appointments, and fees. Prepare dental instruments and materials necessary for the treatment of patients. Assist, perform and demonstrate dental services such as four-handed dentistry, taking and processing impressions and x-rays, radiographic procedures, placement of rubber dams, patient management and other dental techniques.

Duties and Responsibilities:

1. Provides support and relief to other dental team members of clinical work and minor administrative and business details as directed by Dentist or Hygienist.

2. Documents charts per request of Dentist or Hygienist.

3. Perform Xeroxing, filing and other projects related to administrative support.

4. Perform duties to allow more efficiency to dentist such as: taking X-rays, impressions, coronal polishing, 4-handed dentistry and etc.

5. Maintaining clinic flow by sterilizing, room turn around, stocking and cleaning.

6. Provides information to callers regarding patient care as directed by Dentist or Hygienist.

7. Assists other dental team members as time permits.

8. Other duties as assigned

Reports to: Dental Director

Supervises: no one

Job Description Requirements: Graduation from an accredited dental assisting program is preferred. Experience, from which comparable knowledge and abilities can be acquired, can be substituted for education.

Performance Knowledge, Abilities and Skills Required:

Familiar with standard concepts, practices, and procedures within dental field. Relies on experience and judgment to plan and accomplish goals. A wide degree of creativity and latitude is expected. Knowledge of grammar, spelling, punctuation, modern office practices and procedures a must. Ability to organize files, communicate effectively verbally and in writing, establish and maintain effective working relationships with staff, other agencies, and the public, and follow written and verbal instructions. Confidentiality vital to position.

