Today’s Dentistry

Job Description
Job Title: 
Business Assistant (specializing in Patient Services)


Reports To:
Director of Operations and Managing Dentist
FLSA Status: 
Hourly

Prepared By: 
Human Resources Department

Approval Date: 
August 12, 2005

Approved By: 
Human Resources Department

Summary:  Organizes and maintains the functions associated with operating the front office area.  This includes all the essential functions listed below and as assigned in the future.

CORE FUNCTIONS

	· Attend and contribute to daily morning huddle.

· Attend and contribute to team meetings.

· Write clearly, concisely, logically, and legibly.

· Demonstrate accuracy in spelling and basic math.

· Speak, understand, and write grammatically correct English.

· Demonstrate a thorough knowledge of dentistry.

· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

practice.

· Maintain a clean and uncluttered environment in the work and reception area.

· Maintain cleanliness in patient bathrooms throughout the work week

· Educate patients at every opportunity.

· Greet each patient with a smile as welcomed guests to the practice.

· Introduce each new patient to other team members (2 – 1 Transfer).

· Listen to each patient's needs.

· Promote treatment plans and encourage patients to begin treatment.

· Maintain an outgoing, friendly attitude with patients and team members at all times.

· Ask each patient for a referral.

· Complete tasks within given time frames.

· Answer questions from patient and team members cheerfully.

· Contribute to team spirit.

· Combine efficiency, productivity, and caring for patients in all actions.

· Demonstrate exceptional human relation skills.

· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking, “How may I help you?”

· Directing office supply needs to the Business Administrator
· Being responsible for any Marketing request made by the Owner or Director of Operations
ESSENTIAL FUNCTIONS

Reception Tasks:

	· Turn on and off office music system each day.

· Distribute telephone messages.

· Return all messages by noon

· Return all cancelled & reschedules left on the answering machine 

· Confirm dental and hygiene appointments two days prior to appointment.

· Determine and meet the needs of each caller.

· Communicate each patient's arrival promptly.


· Keep broken or re-appointments to less than 5%.

	· Coordinate answering machine message during team absence:  beginning of day, lunch, end of day & meetings.

	· Screen doctor and team telephone calls.

	· Manage patient records: create new patient chart, label, letters, update address changes on chart, recall card, and computer.

	· Pull and file charts.

	· Coordinate and follow up each patient referral to specialists.

	· Coordinate premedication and prescriptions.

	· Tag all charts with initials and year stickers.

	· Supervise and train system implementation.

	· Respond quickly, fairly, and professionally to team questions, concerns, and problems.

	· Maintain patient records and charts accurately to ensure easy retrieval.  

	· Document all patient activity, treatment, and transactions in computer daily.

	· Solicit personal and health history information from each new patient tactfully and properly record it into the computer.

	· Prepare and post schedule in each operatory and update changes during the day.

· Announce patient arrival to team via communication devices immediately.

· Inform team of changes to the schedule as they occur.

	· Collect patient portion from each patient on the date of treatment and provide a receipt or walkout statement.

	· Complete required documentation and posting of each patient payment.

	· Monitor no shows, cancellations, and pending treatment.

	· Maintain full schedule by filling openings and broken appointments.  (This is priority when a cancellation occurs)

	· Ensure the practice meets its production goals through efficient scheduling.

	· Follow office procedures for patient referrals and transfers to other doctor’s offices. 

	· Add to the "quick-call list" by asking each patient for permission to be placed on the list. Also called ASAP list.

	· Reappoint each patient for future recare before they leave the office.

	· Call late patients within 5 minutes of scheduled appointment.

	· Dismiss patients with doctor's approval and follow office protocol.

	· Make notes in chart regarding broken appointments or late patients.

	· Contact unscheduled patients each month regarding unscheduled treatment.

	· Maintain a current list of patients being contacted for reappointment to ensure appropriate contact. 

	· Document reactivation efforts in the patient chart.

	· Pull past-due charts at the end of every month and reschedule each patient's missed appointment.

	· Follow a telephone script consistently when contacting patients.

	· Perform all other duties as assigned.

· Receive and distribute mail—Do not open mail that belongs to Doctor or Director of Operations

	· Contact each unscheduled patient at least three times in a 30-day period and document calls.

	· Send final contact letter to patients who do not respond to reactivation efforts.

	· Periodically contact patients whose charts have been archived.

	· Mail recall cards at the end of every month.

	· Coordinate purge project and chart audit.

Financial Tasks:

· Prepare treatment plan estimates and present to patients gaining acceptance.

· Reach agreement and document financial arrangement with each patient before scheduling treatment.

· Report diagnosed and accepted treatment for all treatment plans.

· Maintain accounts receivable control and aging and monitor accounts receivable ratio.

· Follow the written collection protocol of the practice.

· Keep abreast of financing options, MC/VISA, Care Credit and Dental Fee Plan.

· Create and implement an Inventory supply ordering protocol-maintain appropriate levels of office and computer supplies.

· Follow up on NSF checks promptly according to operations manual.

· Process a patient refunds list monthly and report to Office Manager promptly.

· Obtain approval for credit and other adjustments to patients' accounts, post them, and maintain accurate and complete written documentation.

· Monitor and maintain appropriate petty cash balances.

· Process credit card deposit on terminal daily.

· Contact all past due accounts by telephone the day they are delinquent.

· Reconcile daily production report against patient routing slips to ensure each appointment is properly billed.

· Process end of day reports and give to Doctor.

· Complete all end of month procedures the last working day of each month.

· Collect and enter insurance forms data and signatures from patients.

· Verify and enter insurance coverage and obtain accurate benefit information for each patient.

· Answer insurance company inquiries and follow up on rejected claims.

· Coordinate collection accounts with Office Manager.

By signing below you agree to follow the guidelines set forth in this job description and any future revisions.  This job description is not intended to be all-inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!

T  ogether

E  veryone

A  chieves

M ore

· Your Signature:__________________________Date:__________________

	

	

	

	

	

	


