Crawford-Sebastian Community Development Council, Inc.

“A COMMUNITY ACTION AGENCY”

4831 ARMOUR STREET • PO BOX 4069

PHONE 479-785-2303 • FAX 479-785-2341

FORT SMITH, ARKANSAS 72914
Dental Clinic Director/Registered Dental Assistant – Essential Duties
1. Assign duties to Clinic employees and monitor performance

2. Recruit and retain volunteer dental professionals and schedule appropriately

3. Attend C-SCDC Board meeting and present monthly reports

4. Compile all required City of Fort Smith, United Way, and CSBG month-end reports

5. Monitor all grant monies and prepare required accountability reports

6. Maintain good relations with United Way of Fort Smith by attending required meetings and participating in Campaign fund raising efforts

7. Maintain community relations and foster new linkages within the service area

8. Seek new funding sources

9. Computer skills

10. Professionalism in speech, dress, and actions

11. Ability to supervise employees

12. Ability to participate in the budget process

13. Involvement in civic activities

14 Good organizational shills

15 Ability to have and maintain good working relations with co-workers

16 Grant writing

17 Public speaking ability

Non-Essential duties

1. Clean lobby after dental clinic

2. Clean up bathroom after application days and clinics

3. Pickup trash and cigarette butts on parking lot

4. Take out trash front of the building

5. Change light bulbs, minor maintenance around the clinic

6. Spray weed killer and pick up sticks from wind on parking lot
7. Refill soap dispensers and mouthwash wash in bathroom
8. Pickup dead bugs in clinic before each day starts

9. Stock kitchen with food bank items for volunteers

