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GREATER PHILADELPHIA HEALTH ACTION, INC.

JOB DESCRIPTION

POSITION TITLE:  Dental Assistant

STATUS: 
Non-Exempt

REPORTS TO:
Dental Operations Manager
DIVISION:   
Dental
      
REQUIREMENTS:

High School Graduate or equivalent. Must have two years clinical experience as a Dental Assistant. Certifications/licensure required (within 1 year of employment) for Dental Assistant and  X-ray. CPR certification required. Ability to learn and use alphabetical and numerical filing system. Excellent verbal and written communication skills. Must possess ability to deal with people sympathetically while effectively obtaining necessary information. Must have a complete knowledge of and be able to abide by any local, state and federal laws applicable to a dental record. Possess the ability to make independent decisions when circumstances warrant such action and remain calm during emergency situations.

HOURS OF WORK:
Flexible work hours which total a minimum of 37.5 hours per week, Monday through Friday, excluding lunch; however, hours of work and days worked may be adjusted to meet operational needs of the department.

WORKING CONDITIONS: 

Dental practice setting.

Travel required.

HEALTH HAZARDS: 

High risk of radiation exposure.

High risk of exposure to hazardous chemicals such as isopropyl alcohol, potassium hydroxide, sodium hypochlorite, etc. 

High risk of exposure to blood borne pathogens.

High risk of exposure to tuberculosis and infectious diseases that can be transmitted in healthcare/childcare setting.

GENERAL RESPONSIBILITIES AND DUTIES:

· Provide technical support to GPHA’s Dental Service.

· Promote GPHA’s vision and mission to staff, patients and the public at large.

· Maintain confidentiality regarding patient/client and employee information.

SPECIFIC RESPONSIBILITIES AND DUTIES: 

· Clean, disinfect, and prepare operatories for patient care. 
· Take, develop and mount intra and extra oral radiographs used in diagnosis and treatment of patients. Document xrays on treatment sheet.
· Take and record blood pressure and pulse consistent with protocol.
· Prepare patients for dental procedures/oral surgery and assist dentist during procedures.
· Disinfect and sterilize dental instruments according to proper infection control protocol.
· Perform and log autoclave spore testing. Report and follow-up positive results.
· Observe patient during surgical procedures and alert dentist concerning changes in patient’s condition.
· Assist in the preparation of cast models by preparing required materials, taking dental impressions, and pouring and trimming models.
· Dental record documentation, as directed; instruct patients in the care of dental appliances; provide instructional materials as required.  
· Manage laboratory cases including tracking, delivery, pick-up, follow-up, and scheduling of completed cases.
· Order dental and office supplies and equipment.  Perform inventory control and management.
· Maintain all equipment in proper working order and report all malfunctioning items and repair needs; maintain clean, orderly work environment.
· Process dental records and requisition related supplies and equipment.
· Maintain current knowledge base concerning practice management system, procedures and software.
· Perform the following as backfill function during short-staffing:
a) Answer telephone calls; schedule and confirm appointments; greet and discharge patients.

b) Enter patient information and encounter data into the computer.

c)   Respond to patients’ inquiries; return calls, as directed.
· Assist in the training of new employees.
· Adhere to all policies, procedures, and protocols governing infection control, disposal of infectious/hazardous waste, and handling of hazardous materials. 
· Adhere to all policies and procedures concerning fire safety, management of medical emergencies, natural disasters, and other safety concerns, according to protocols, guidelines and instructions detailed in GPHA’s Clinical Policies and Procedures Manual and all other manuals concerning such issue.
· Provide services, as directed, at facilities other than a GPHA location in the event that an incident that compromises the safety, security or integrity of the United States of America should occur.

· Maintain a courteous and professional demeanor toward patients, staff members, and all guests of GPHA.
· Maintain confidentiality of information about patients and their families, and GPHA employees at all times.
· Perform other duties and responsibilities as directed by supervisor.
OFFICE ASSISTANT RESPONSIBILITES:

· Receive and relay incoming calls in a professional and courteous manner.

· Take clear, concise, legible messages.

· Identify charts and pull same from files.

· Maintain a daily log of encounter forms printed to reconcile encounters printed with those inputted and report the discrepancies.

· Request Eligibility Verification from carriers when necessary and update data accordingly.

· Explain to patients GPHA’s payment mechanisms, i.e., Doral Dental Commercial Insurance, HMO, and Sliding fee scale.

· Verify and obtain pre-authorization for dental procedures.

· Complete receipt form. Tabulate daily receipts, cross-reference with receipt book and forward monies daily to Billing Coordinator.

· Confirm appointments and query missed appointments

· Collect co-payments.

· Maintain a supply of education material.

· Obtain all necessary commercial insurance authorization for specialty care and any other service as necessary.

· Review charts daily for completeness and accuracy.

· Assemble patient charts in prescribed manner.

· Collect dental encounter forms for review purposes and for input on a daily basis.

· Coordinate all patient intake and billing documentation.

· Develop a professional rapport with patients in order to obtain payment and/or set up payment arrangements on any open balances.

· Complete deficiency list on each record indicating documentation deficiencies.

· Maintain a current and accurate master patient file with identifying patient information.

· Assist patients in prepaid program activities.

· Make appointments for patients with prior authorization and maintain log. 

· Complete commercial insurance forms as necessary.

· Professionally and cordially give direction/information to patients, visitors, guests and sale representatives.

· Transfer calls as needed.

· Maintain confidentiality of information about staff, patients and their families.

· Perform other duties as designed by the supervisor.

· Refer “problem” and/or non-routine request to the Dental Operations Manager.

· Attend and participate in-service educational classes and on-the-job training programs as directed.
AGE SPECIFIC COMPETENCIES:

Demonstrate the knowledge, skills and abilities necessary to provide care appropriate to the age of the patients served. If applicable, must possess knowledge of age specific community resources. Patient population consists of pediatric, adolescent, adult and geriatric.
FINANCIAL RESPONSIBILITY:

Able to identify revenue-enhancing activities. Responsible for appropriate use of corporate resources.

REPORTS AND RECORDS: 

Responsible for accurate dental record documentation. Verbal reports to supervisor as needed. Report case status to dental providers regularly. Maintains log of autoclave spore testing.

CONTACTS: 

All GPHA staff and patients.

Outside Agencies.

INITIATIVE, JUDGEMENT, AND CREATIVE ABILITY:

Take initiative in completing assigned tasks. Demonstrate organizational skills and ability to work independently, as well as the ability to follow directions. Flexibility in dealing with different personalities is necessary. Detail oriented; set priorities and consistently meet established deadlines.

MENTAL, VISUAL, AND HEARING DEMANDS:
Effective written and verbal communication skills and telephone etiquette are required. 

MACHINES, TOOLS, EQUIPMENT OPERATED: 

Dental Unit, rotary hand pieces and dental hand instruments, suction, compressor, x-ray equipment, autoclave. Fax Machine, Telephones, Photocopier, EVS Machine and Computer. 
SUPERVISION: 

N/A

PHYSICAL AND WORKING REQUIREMENTS: 
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I have reviewed this document and discussed the contents with my manager.  My signature will mean that I have been advised of the duties for my position.

Employee Signature:   __________________________________
Date: _______________________

Supervisor Signature:   _________________________________
Date: _______________________


Human Resources Director:  _____________________________
Date:  _______________________

Executive Director: _____________________________________
Date:  _______________________

Rev. 6/08 

F:\Human Resources\Tina\Com-Req\Dental Asst.doc

