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Dental Clinic Registered Dental Assistant – Essential Duties

1. Prepare Operatory Rooms, example: Turn on lights, turn on X-ray lights, turn on compressor, turn on pano machine, check processor & turn it on.

2. Prepare Lab:  Set up for dentures if it is a denture clinic; prepare trays for the type of clinic (screening, extraction, fillings etc…), put water in sink to mid mark. 

3. Seat patients: Take pano if needed, blood pressure, find out what they are here for, put a bib on the patient, put pano on the light box, get the instruments ready depending on the treatment needed (mirror, gauze, explorer, syringe, etc). 

4. Assist the dentists. Provide suction assistance & hand him/her instruments as needed.

5. Dismiss patients: Clean the patients face as needed, remove the bib,  hand them after care instructions & gauze after verbally telling them instructions, take the patient & chart to the front desk, remove the tray from the treatment room, sterilize the dental chair, light, and other equipment to prepare for the next patient.

6. Sterilize dental instruments.

7. Monitor & Order dental supplies. 

8. Stock the treatment rooms.
9. Prepare Bio Hazard waste for pick up every other week.
10. Refer patients to dental offices (example oral surgeon, general dentists, or Dr. Willis). Prepare charts for referral, take charts to the referral offices & retrieve charts from referral offices. 
11. Prepare the Prince Drug bill for the Financial Department. 
12. Call dental offices to get volunteer dentists. 

13. Make Tooth Fairy Bags. Locate possible Tooth Fairy sites, Perform Tooth Fairy presentations. Complete report on each Tooth Fairy Program completed.

14. Prepare Adult Screening Bags for distribution to patients in the clinic.

15. Run lines and hand-pieces every two weeks. 

16. Maintain Denture Books (Before & After pictures of patients & Lab bills from Redding). Send Roma letters to patients and place them in the Denture Book when received from the patient.
17.  Make Gauze packages for clinic. 

18. Complete testing on dental lab equipment & send to the proper reporting location. Maintain service on equipment (changing fluids in processor), contacting service provider as needed. 

19. Complete inventory of supplies & equipment yearly.
20. Speak to patients about dental issues before or after care, in person or on the phone.

21. File charts after clinic.

22. Assist in maintaining the building & grounds for safety issues and cleanliness. 

Non-Essential Duties

1. Assist applicants with application process. Copy information, place the paperwork in a chart, look for old chart if they have been here before, prepare chart for clinic as needed. 
2. Assist Secretary/Receptionist with making appointments as needed. 
3. Bill patients for the nominal fees charged if they have not paid at the time of their appointment. Mark charts when fee is paid.
4. Make sleeves for patient charts.
5. Pull charts for clinic and place necessary paperwork in chart.

6. Drive to linkage partners for signatures when the Director needs assistance.

7. Answer the phone when necessary, take messages as needed.

General statement:

When the dental assistant enters the building she is to prepare the building for the type of clinic that will be held that day. Make sure the patient charts are prepared prior to the clinic. Assist the patients in signing the necessary treatment & consent forms. Answer the phone as needed. 
