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Dental Clinic Secretary/Receptionist – Essential Duties

1. Schedule patients – Maintain Appointment Book (manage appointment waiting list)
2. Check patients in as they arrive for clinic appointments & check patients out, collect appropriate fees (give patient a receipt, put one in payment envelope), call lab, call pharmacy or complete prescription for Dentist, call rides for patients as needed, total fee sheets for each clinic, total patient fee sheets (copy & send one to financial department with money collected) copy prescription if we have stamped it (1 copy in chart & 1 in Prince Pharmacy file), put patient’s name on pano as needed, hand patients toothbrush/toothpaste & educational packets, etc…. 
3. Answer Phone, take messages, check voice mail & return calls as needed, call patients as needed, call Dentists as needed, call other volunteers as needed.

4. Take applications, verify eligibility, and notify applicants whether they qualify. Update old patient applications each year. Enter all data into SHAH for new patients and services for existing patients as they are treated. 

5. Make new patient charts, maintain patient charts, update patient information for charts, make notations in or on charts. File patient charts. Maintain patient privacy of information.
6. Monthly reports – ROMA, compile the information for City report & Board Report, compile information for United Way reports, compile cancer screenings report, and maintain Denture List.
7. Monitor & Order office supplies. (Service on equipment)
8. Maintain application supply – (make changes to application as necessary, copy as needed, make & maintain forms for the clinic, hand out applications, etc…) Make clinic closing signs.

9. Assist persons completing applications that cannot read & write.
10. Refer pediatric patients to Dr. Willis’ office.

11. Other duties as assigned. (like be in charge when Nenya is out of the office) 

Non-Essential Duties

1. Make tooth fairy bags and gauze packages as needed.
2. Assist Director and Dental Assistant with computer problems.

3. Get instruments for Dentists when asked to.

4. Seat in dental chair & Dismiss patients if needed from treatment rooms.

5. Make coffee for Dentist 
6. Change toilet paper, paper towels, clean restroom, clean lobby

7. Call Pest Control

8. Turn on processor, turn on air/water suction, turn off statum when it beeps, if Denise is busy.  

