Position Titles:  Front Office Administrator
Front Office Assistant
Employee Status: Non Exempt
Reports To: 

Dentist


Job Summary:

Coordinate, integrate and represent all facets of patient services. Meet and greet patients and make them feel welcomed and relaxed. Answer the telephone, schedule appointments, communicate with patients regarding financial and scheduling options, maintain patient records and coordinate patient flow. Manage and control the daily, weekly, and monthly schedule in order to meet the practice production and collection goals. Compile data and operate office equipment to maintain business records and reports. 

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Education and Experience:

High school diploma or equivalent. This position requires one year of experience in the dental profession.
Certificates, Licenses And Registrations:

None required

Skills:

Is proficient in working with the office equipment and computer software used by the practice.

Knowledge:

Can competently perform the job responsibilities required by this position. Knows how to administer CPR and first aid. Keeps informed and updated on OSHA regulations.

Physical Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is required to do detailed work, using arms, hands, and fingers to manipulate the required office equipment. The employee intermittently is required to sit, stand, walk, stoop, bend and reach throughout the day. Good eye-hand coordination and manual dexterity is needed. Specific vision abilities include close vision, color vision, peripheral vision, depth perception, and ability to adjust focus. Must be physically able to administer CPR. 

In a small practice with only a few staff members, the employee may occasionally have to physically assist drowsy patients after anesthesia and move light equipment up to 25 pounds. (When required by the Americans with Disabilities Act, reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions).

Work Environment:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 

While performing the duties of this job, the employee is occasionally exposed to toxic or caustic chemicals and risk of radiation. The noise level is usually moderate. Since everyone within the practice works on a time schedule governed by patient appointments, the work and general environment can become somewhat hectic at times. Therefore, it is essential that the employee is able to, both physically and emotionally, effectively handle the normal anxieties associated with the job. 

Competencies:

Is able to get along well with fellow employees.
Can work well in teams of co-workers.

Can accept constructive criticism.

Has a desire and ability to work well with the public.
Is organized, motivated, committed and self-directed.
Has a positive attitude about the practice, the services provided and the products sold.

Ability to communicate - expresses thoughts and ideas competently. 
Increases knowledge and skills through self-study and by attending courses and seminars.
Able to quickly grasp relevant concepts regarding duties and responsibilities.
Has dependable job attendance and can be relied on to follow through with assigned tasks.
Authority:

Record treatment information in the patient’s computer record. Enter type of treatment planned for next appointment and the amount of chair time, doctor time and assistant time needed. Dismiss patients. 

We currently have two people manning the front desk.  Their duties can generally be divided into Receptionist, Scheduling Coordinator, and Accounts Receivable/Insurance Coordinator. The duties listed below will be divided between the two positions as agreed upon by the doctor and staff. The Front Office Administrator is ultimately responsible for all front office tasks. The Front Office Assistant should confer with the Administrator regarding any concerns or uncertainties. Each person should understand all duties, as at times (vacations, illnesses) one person may be alone at the front desk.  As the practice grows and personnel needs increase in the front office, the positions will be revised to reflect the increased staffing.
Essential Duties And Responsibilities: 

Keep the doctor and the hygienist productively busy throughout the day

Pull and file patient records for each day’s schedule

Schedule all appointments and detail procedure and time needed

Check that lab cases have been received the day before treatment

Greet patients by name and update addresses, telephone numbers and insurance information as appropriate

Alert appropriate staff of patient arrivals

Monitor the schedule throughout the day to insure that all runs smoothly

Adjust the schedule as necessary

Make sure that there are open times in the day to provide flexibility or time for emergencies

Reschedule the late patient and any no-shows that occur during the day

Maintain records of no-shows through computer system, mail letters as needed.

Check accounts balances of patients coming in and prepares to discuss any monies due

Adhere to all safety and health regulations

Organize the next day’s charts; include a copy of the schedule and place in designated spots for the clinical staff to review

Determine the status of the next recall visit for each hygiene patient seen during the day to insure no one is missed

Keep staff and doctor informed of next available opening; time allotted for emergency patients, possible no shows.

Call any patient that is 5 minutes late to determine their status and inform the clinical staff

Be proactive in keeping the schedule full

Keep track of patients who want to come in for needed work

Register new patients and provide necessary forms 

Keep patients informed of expected waiting time if the doctor is behind schedule

Research insurance benefits and prepares estimates on treatment diagnosed prior to discussing financial arrangements

Provide consultation information to the doctor two days prior to the appointment

Determine patient’s insurance carrier and patients share of cost

Make financial arrangements on all patients according to our financial policy

Review the Care Credit process with patients as needed

Note all unusual financial arrangements in computer under the Account menu

Prepare a Day sheet at the completion of each day

Balance the deposit slip with the Day sheet, place in deposit bag, and return it to the doctor each day

Create Month End Reports.  Close out system at end of month and end of year.

Process claims daily

Maintain and minimize outstanding balances through our Accounts Receivables protocol

Implement Reactivation system in January of each year.

Maintain recall system

Handle inquiries concerning insurance on a daily basis

Send monthly statements

Paperwork/Recording:
         Organize and maintain all file systems

         Record broken appointments and last minute cancellations in patient chart

         Keep all former patients' records up to date

         Prepare welcome letters, thank you letters and other correspondence for doctor's signature

Appearance Of The Work Area:

The reception area lends a strong first impression. Keep it looking comfortable, neat and cheerful

Additional duties may be assigned from time to time.

The Front Office Administrator and Front Office Assistant will be the first contact any potential patient will have with our office. They are responsible for the viability and financial health of the practice.

We should strive to treat each patient as if they were a guest in our own home.  

