Dental Program Coordinator – Sample A (2015)


Overview:
Under the general direction and supervision of the Dental Director/Dentist, this position coordinates aspects of the dental clinic operations, to include clinical flow between the front and dental providers, and orients and trains dental assistants and dental scheduler.  
Minimum Qualifications:
Education

High school diploma or equivalent.  Graduation from a school in dental assisting preferred.  
Experience 
Two years experience as dental assistant required; experience training staff preferred; coordination of dental office daily operations preferred.  Current certification in BLS.  Cultural competence in working with diverse populations required.
Essential Functions:

1. Orients and trains Dental Assistant and Dental Scheduler staff.

a. Assists Dental Director/Dentist in ensuring proactive, adequate level of staffing.
b. Orients and trains new dental assistant and dental scheduler team members.
2. Oversees and coordinates the following areas:
a. Laboratory

b. Sterilization

c. Hazardous waste disposal

d. Supply inventory and ordering

e. Patient schedule and flow interface between dental assistants and dental scheduler
3. Backs up dental assistants and/or dental scheduler as necessary, i.e. assists dental scheduler with patient check-out, scheduling, answers phone calls, and/or performs routine dental assisting duties as needed, see Dental Assistant and Dental Scheduler job descriptions for essential functions.
4. Provides continuous support with dental practice management software.
5. Coordinates and supports Dental Director’s schedule.

6. Oversees referrals in-house and to outside dental/medical offices.  

7. Oversees triage (telephonically and walk-ins) and reports to Dental Director or Dentist.

8. Coordinates patient registration and work flow with Front Office Supervisor.

9. Assists with interpretation of dental clinical policies and procedures.

10. Participates in ongoing continuous quality improvement activities, including chart audits.

11. Assists in development of protocols and procedures specific to area of operation.

12. Integrates work with other staff to ensure timely accurate patient flow.

13. Accurately and consistently understands and communicates (written and oral) dental terminology while relaying information to co-workers, patients and dental records.

14. Oversees operatory set-up and clean-up and dental instrument sterilization as outlined by infection control guidelines provided by OSHA.
15. Maintains dental equipment such as handpieces, operatories and evacuation units, radiographic equipment and sterilization units according to manufacturer’s guidelines.

16. Coordinates with finance staff dental billing and collections.
17. Complies with dental and corporation policies and procedures consistently in all aspects of employment.
18. Participates in meetings.

19. Other duties as assigned by Dental Director/Dentist.

Knowledge, Skills and Abilities

Demonstrates competence in computer operations and dental software, appointment scheduling, answering phones, and posting charges.

Competent in dealing with racially and ethnically diverse populations.

Basic computer skills.

Excellent oral and written communication skills.
Ability to organize and prioritize tasks. 

Ability to work under pressure.
Strong attention to detail and problem solving skills.

Ability to work independently and as a team member. 
Supervision:
  This position has no supervisory responsibilities
Immediate Supervisor:         Dental Director/Dentist; in his/her absence, Dentist.
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
OSHA Classification I:  Normal work routine involves potential for mucous membrane or skin contact with blood and/or body fluids; use of appropriate protective measures is required.

