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ROLE DESCRIPTION

	Job Title:          Dental Assistant (DAII, CDA)                                                                                      

Job Code:          943

Department:     Children’s Dental

Reports to:       Department Director

Supervises:      N/A

FLSA Status:   Non Exempt


Role Summary:

Assists dentists in the provision of patient care in the mobile operatories (ToothBuses) and in the operating rooms of Mission and community hospitals.  Accomplishes various administrative tasks to support patient care activities when not involved in direct patient care.

Essential Accountabilities:

1.
Prepare patients for treatment.


Performance Criteria:

1. Insures a positive dental experience by educating and counseling the child utilizing therapeutic play techniques.

2. Educates the child and family by demonstrating oral hygiene techniques such as brushing and flossing.

3. Cleans the child’s teeth by performing a coronal polishing.

4. Assures integrity of documentation by properly recording any treatment rendered in the patient’s chart.

2.
Anticipate required collaboration with the dentist during patient treatment


Performance Criteria:

1. Assists dentists diagnosis by exposing, processing and mounting dental radiographs according to department procedures.

2. Checking medical/dental histories, recording vitals sings and annotating the dentist’s assessment by making appropriate chart entries and careful reading of documentation.

3. Demonstrates good four-handed technique (mastery of manual, cognitive and clinical skills) by efficiently passing instruments to the dentist appropriate to care being rendered.

4. Manage resources by preparing dental materials such as cements, bases and filling materials with minimum waster or need for duplicate preparation.

5. Maintains the operating field by evacuation, washing, isolating drying and illuminating the field appropriately.

6. Applies dental sealants efficiently by properly pumicing, etching, drying and curing the materials.

3. 
Care for dental operatories and instruments 

Performance Criteria:

1. Protects patients and staff from cross contamination by performing infection control in accordance with OSHA and department guideline.

2. Properly maintain and clean equipment (i.e., high and lo speed hand pieces , film processor, ultrasonic, autoclave) by following manufacturer and department guidelines.

3. Assure maintenance of all equipment by maintaining written logs in accordance with department policy.

4. Trouble shoots equipment breakdowns by assessing if possible to fix w/o calling service person.

5. Protect equipment investment by properly securing dental equipment for transport in the mobile units.

4.
Efficiently manages patient flow in the mobile clinics and in the pre and post op settings. 


Performance Criteria: 
1. Prepare for the patient visit by accurately preparing and maintaining the patients’ chart 

2. Manage patient flow by adhering to protocols for the appropriate visit.

3. Responsibilities completed in appropriate time frame. (Exact time frames vary with responsibility and are available in operations manual.)

4. Assure coordination of care by appropriate and timely documentation of communication with parents, schools an/or staff members in the patient’s record

5. Meets targeted levels of satisfaction. (See operations manual.) by demonstrating MERIT in   the support and provision of patient care and dealing with co-workers.

5.
Prepares the operating room for patient care in a variety of locations.


Performance Criteria:

1. Assure patient care by transporting proper records and forms.

2. Support communication by properly documenting the care rendered in accordance with department and hospital protocols.

3. Anticipate treatment in the set up of supply cart, Mayo stand, headpieces, etc.

4. Support families by escorting/educating parents to appropriate waiting area in accordance with the various Hospital expectations

5. Clean and sterilize equipment following treatment by spraying used instruments with instrument solution and removing to the appropriate area according to various hospital protocols.

6.
Maintain dental units by cleaning Mayo stand and hand piece unit, removing light handle        covers and wiping down non-sterile items used during case according to department and various hospital protocols.
6. 
Completes other duties to support departmental operations as assigned or requested.

Performance Criteria: (examples)


ToothBus Scheduling
1. Assure productivity on ToothBuses by clear, timely communication of the numbers of eligible students and the numbers of anticipated visits for treatment on all patients to be complete.

2. Verify patient information for eligibility and completeness by careful review and follow-up as required.

3. Communicate with families by completing all telephone calls and paperwork in advance of deadlines established by department protocol.

4. Prepare for ToothBus care by advance communication with schools, confirming patient transport appointments and recording on schedule, retrieving all needed charts , drafting dentist schedule, etc.

Medicaid and Health Choice Billing

1. Process patient treatment for payment by insurance company, maintaining adequate audit trails.

2. Reconcile payment with billing by matching each payment to patient treatment recorded on patient account.

3. Balance payments by generating daily reports using Dentrix.


Manage Clinical Supplies and maintenance.

1. Stock supplies adequate to planned care by careful review of anticipated schedule and current stock.

2. Order supplies by following established hospital and department protocols for communication, purchase orders, etc.

3. Reconcile bills by matching to materials received.

4. Arrange for repair to ToothBus equipment by timely liaison and follow-up with Patterson Service Department.

Manage Excel Data Base
1. Keep database current by entering patient statistics in a timely manner.

2. Assure data base integrity by routine audit of data input.

3. Use database to communicate by running reports for director by county, school and / or specified time frames.

Assure Uncompensated Care

1. Communicate with families to verify income and insurance information.

2. Complete and send appropriate documentation to Hospital and Eblen Foundation to assure appropriate billing for Dental, Hospital and Anesthesia services.
The following accountabilities may be reassigned:

7. Completes other duties to support departmental operations as assigned or requested.

MERIT Standards of Performance

A.
Workplace Expectations
1. Professional Appearance: Our appearance represents the Mission St. Joseph’s organization.  Therefore, our grooming and dress will reflect our respect for our customers.  While on duty, we will first consider our customers’ expectations in how we present ourselves.  Our manner and expression will convey our concern for and willingness to serve our customers.

2. Safety Awareness: Safety must be the responsibility of all Mission St. Joseph’s employees to ensure an accident-free environment.  Accidents are the result of actions and attitudes that you can help to change.

3. Corporate Compliance: Integrity is doing the right thing by being honest in our dealings with one another, our patients and our business contacts.  Integrity is doing the right thing by maintaining the security and confidentiality of patient information.

B.
Behavioral Standards

1. Etiquette in the Workplace: Workplace etiquette can create a favorable impression on our patients, visitors, and co-workers.  Good manners contribute to patient satisfaction.

2. Communication:  The goal of communication is understanding.  We must be committed to listening attentively to our customers in order to fully understand their needs.  Close attention should be given to both verbal and non-verbal messages.  Our messages to customers should be delivered with courtesy, respect, clarity, and care.  We must avoid confusing our customers and speak in terms they can easily understand.

3. Customer Relations: At Mission St. Joseph’s we believe that we are here to serve our customers – our customers are patients, family, co-workers, physicians, and vendors.  Our customer'’ most basic expectation is to be treated with courtesy and respect.  We are committed to providing the highest quality of service and meeting customers’ needs with utmost care and courtesy.

4. Working Relationships: As Mission St. Joseph’s employees, we are linked to one another by a common purpose: serving our patients and our community.  Our co-workers, therefore, are our teammates.  They deserve our respect.  Without their contributions, none of us could perform our jobs.  Just as we rely on our fellow employees, they rely upon us.  Each of us has obligations to our co-workers.

5. Sense of Ownership: Every Mission St. Joseph’s employee should feel a sense of ownership toward his or her job.  By this we mean taking pride in what we do, feeling responsible for the outcomes of our efforts, and recognizing our work as a reflection of ourselves.  Take pride in this organization as if you owned it.

Skills, Knowledge, Abilities:

Required Education:
DAII under North Carolina Dental Practice Act. (Certification in Dental Radiography and Coronal Polishing)

Preferred Education:
Graduation from an American Dental Association approved CDA program with certification from Dental Assisting National Board.
Required License:
None
Preferred License:
DANB Certification
Required Experience:
None

Preferred Experience:
Two years clinical experience post certification.  Experience with pediatric patients.

Working Conditions: 
Attached
OSHA Category:
Potential for exposure to blood or body fluids.  



No Potential for exposure to blood or body fluids
Patient Care Group:
Infants/Pediatrics/Adolescents




Adults with Developmental Disabilites
	Employee:                                                                                                Date:

Supervisor:                                                                                               Date:


The above statements are intended to describe the general nature and level of work being performed.   They are not intended to be construed as a complete list of all responsibilities, duties, and skills required of staff classified in this role.
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