Today’s Dentistry

Job Description

Job Title: 
Office Manager


Reports To:
Managing Dentist/Regional Administrator 


FLSA Status: 
Hourly

Prepared By: 
Human Resources Department

Approval Date: 
May 12, 2000

Approved By: 
Human Resources Department

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

CORE FUNCTIONS

	· 

	· Supervise and train system implementation.

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

	· Perform tasks for other office personnel in their absence.

	· Provide support for other office personnel during periods of high activity.

	· Prepare monitors of practice statistics and provide to doctor for daily and weekly team meetings.

	· Coordinate marketing projects.

	· Oversee attainment of office goals within timeline.

	· 

	· Coordinate public relations activity.

· Coordinate training of new team members on computer/software. 

· Complete new employee packets in a timely manner 
· Oversee work schedule for team members.

· Provide recurrent team training and development.

· Provide documentation on performance issues of each team member.

· Train Business Assistants to be able to duplicate Office Manager tasks.

· Continual communication with Doctor 

· Billing

· Insurance 

· Insurance Auditing

· AR Management in appropriate levels

· Payables

· Payroll

· Human Resource Facilitation

	· Communicate passionately to the team the vision and the values of the practice each daily.

	· Coach, support, and inspire team members to achieve peak performance each day.


· Introduce an external marketing plan after determining that all existing patients are being treated in accordance with the practice's values.
	· Create comprehensive job descriptions and update as required.

	· Communicate clear performance expectations to the team members each day.

	· Assess staffing needs and coordinate all interviewing and hiring of new team members with Regional Administrator.


· Coordinate and supervise training of all team members with Regional Administrator.
	· Schedule performance planning and growth conferences semi-annually.

	· Coordinate all vacation schedules and requests for time off.


· Keep abreast of the latest dental services, materials, and high-tech equipment.
	· Coordinate training for all newly hired team members.

	· Coordinate hiring of all team members.

	· Coordinate coverage for team members during sick days, CE, or vacation.


· Supervise all team members.
· Schedule and coordinate departmental team meetings and any in-service training (e.g., CPR).
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!
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