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COMMUNITY HEALTH CENTER

Job Title:  Dental Assistant

I certify that I have read the following Job Description and understand the requirements of the position.

Name: _______________________   
Signature: ____________________________

	Exempt Status:
	Contract



	Salary Information:
	Commensurate with Experience 

	Supervision:
	Supervision received:   Reports to the Dental Director, Dental Services Coordinator, & Dentist
Supervision exercised: None  



	Work Location:
	3 Sixth Street,  Point Reyes, Station, CA



	Purpose of the Job:
	The Dental Assistant is responsible for assisting the dentist(s) and dental hygienist(s) in the direct provision of primary care dental services to patients of CHA Dental. Serves as dentist’s or dental hygienists chair-side assistant, prepares operatory for patient treatment, exposes and develops dental radiographs, assures that all patient records and documents are properly and accurately documented in the dental record, and participates in appropriate health promotion / disease prevention activities, both on-site and off-site as required. The Dental Assistant is also responsible for sterilization, preparation, inventory, and infection control of dental operatory, instruments and supplies.  In addition to general dental assisting duties is able to perform independent dental procedures as delegated and directed by the dentist in accordance with state regulation and law and CHA Dental directive and protocol.



	Working days:
	TBD

	Essential Functions and Responsibilities:
	To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

· Assists patients in resolving minor difficulties, answering their questions and giving directions to patients as authorized by the dentist, dental hygienist and Dental Services Coordinator.

· Serves as dentist’s or dental hygienist’s chair-side assistant.

· Prepares operatory for patient treatment as per CHA Dental protocols and the dentist’s or dental hygienists directions.

· Exposes and develops dental radiographs in accordance with state regulations and law as well as CHA Dental directive and protocol.

· Performs independent procedures as delegated and directed by the dentist in accordance with state regulation and law and Dental Department directive and protocol.

· Maintains CHA Dental equipment in accordance with manufacturer’s directions and CHA Dental policy and protocol.

· Maintains all CHA Dental areas in compliance with CHA Dental directives and protocols as well as CHA Dental policies and procedures relative to infection control, exposure control and safety issues.

· Maintains adequate operatory supplies and compiles a list of individual item shortages for inventory control and ordering purposes.

· Maintains a list of all CHA Dental patients, monitors patient flow, and assists the Dental Director, dentist(s) and dental hygienist(s) in assuring that all patient records and documents are properly and accurately completed and filed.

· Displays, records and saves patient records as required.

· Receives and places necessary telephone calls consistent with professional matters, clinic business and patient care of the CHA Dental.

· Assists with various clinical and administrative functions of the center as appropriate and time permits.

· Insures the sterility of all reusable dental instruments and equipment in accordance with CHA Dental directive and protocol.

· Insures the proper disposal of all contaminated or potentially contaminated materials in accordance with CHA Dental directive, center policy as well as state and federal regulation(s).

· Performs all functions in full compliance with the center’s and CHA Dental Exposure Control Plan including but not limited to the use of Personal Protective Equipment and Universal Precautions.

· Participates in appropriate health promotion / disease prevention activities, both on-site and off-site as required.

· Travels when necessary to meet operational needs.

· As directed by a supervisor, performs other related and/or necessary tasks to achieve organizational and programmatic goals and objectives.



	Marginal (Non-Essential) Functions and Responsibilities:
	· Fosters an environment that promotes trust and cooperation among patients and staff.

· Implements and enforces clinic policies and procedures, including maintenance of patient confidentiality, to ensure that the principles of CHA Dental are implemented.

· Attends required meetings and participates in committees, as requested.

· Assists in agency advocacy/outreach and attends CHA Dental organizational events, as requested.

	Qualifications and Requirements:


	

	Education and/or Experience:
	· High school diploma or GED certificate

· Completion of accredited course in dental assisting preferred

· Ability to attend to multiple tasks at the same time and to prioritize assignments and responsibilities to ensure compliance with established deadlines and protocols.



	Language Skills:
	· Effective oral and written communication skills in English are required.  Effective oral communication skills in Spanish required.


	Other Skills and Abilities:
	· Possess a comprehensive knowledge of dental assisting techniques and procedures for all phases of general dentistry.  

· Possess knowledge of modern dental materials, their storage, handling and applications is required.  

· Must be cognizant of the expectations and concerns of the center’s dental patients and be able to respond in an empathetic and professional manner. 

· The ability to work with persons from a wide diversity of social, ethnic and economic backgrounds is necessary.

· Creatively work with other health care professionals from a variety of disciplines to achieve maximal results for the center’s patient from a system of integrated primary health care.

Mathematical Skills:

· Basic addition, subtraction, multiplication, division, ratios etc..

Reasoning Ability:

· Ability to apply commonsense understanding to carry out instructions furnished in written, oral or diagram form.  

· Ability to deal with problems involving several concrete variables in standardized situations.



	Licenses, Certifications, Registrations: 


	· Dental Assistant experience preferred

· Current CPR (BLS) Required.

· California Radiation Safety Certificate.



	Physical Demands:
	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is:

Prolonged sitting or standing may be required.  Those physical movements and the degree of mobility, manual dexterity and hand-eye coordination normally associated with dental assisting in general practice dentistry will be performed on a repetitive basis.  The ability to distinguish letters and symbols as well as the ability to utilize telephones, computer terminals and copiers is required.  Work under stressful conditions as well as irregular hours may be required.  Frequent exposure to communicable disease, body fluids, toxic substances, medicinal preparations, radiation and other conditions common to a clinical environment may routinely be encountered.



	Other Considerations:
	The psychological demands described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is:

Regularly (2/3 or more total time) required to:

· Change priorities;

· Juggle multiple tasks;

· Work as part of a team;

· Interact with people from other departments;

· Sell employee’s own ideas and opinions;

· Meet deadlines;

· Pay attention to detail;

· "Think on my feet";

· Build rapport with clients/vendors/community contacts, etc.;

· Deal with a "fast-paced" environment.

Frequently (1/3 to 2/3 total time) required to:

· Work alone.

Occasionally (up to 1/3 of total time) required to:

· Deal with irritated and angry people.

Core Competencies: 

To perform the job successfully, an individual should demonstrate the following competencies:

· Design - Generates creative solutions, demonstrates attention to detail.

· Interpersonal Skills - Focuses on solving conflict, maintains confidentiality, remains open to others' ideas

· Oral Communication - Speaks clearly and persuasively in positive or negative situations, participates in meetings.

· Written Communication - Writes clearly and informatively; able to read and interpret written information.

· Teamwork - Balances team and individual responsibilities, supports staff efforts to succeed.

· Organizational Support - Follows policies and procedures, supports affirmative action and respects diversity.

· Professionalism - Approaches others in a tactful manner, reacts well under pressure, and follows through on commitments.



	Work Environment:
	The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee works:

· Normal office environment

· Occasional evening or weekend work hours
· Deadlines and other stress-related pressures.


	Equipment or Programs Used:
	· Computer and printer

· Telephone

· Fax machine

· Copier/Scanner

· Microsoft Office including Word, Excel and Outlook
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