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Job Description/Performance Evaluation

I. POSITION:  DENTAL ASSISTANT, Fill in
II. QUALIFICATIONS: Successful completion of a two year dental assistant program accredited by the American Dental Association Commission on Accreditation which includes coursework in radiation biology, radiation health, safety and protection, x-ray films, darkroom and processing techniques.  Two years of specialized experience may substitute for education/qualifications.  Current certificates in course topics may substitute for required coursework.
III. PERSONAL CHARACTERISTICS

1. Excellent oral and written communication skills.

2. Ability to maintain strict confidentiality.

3. Positive peer and community relations.
4. Strong professional ethics and commitment to quality care.
IV. SUPERVISION:  The Dental Assistant is supervised by the Dental Hygienist.
V. ADA ESSENTIAL FUNCTIONS

1. Hearing: within normal limits with or without use of corrective hearing devices

2. Vision:  adequate to read 12-point type with or without use of corrective lenses

3. Must be able to verbally interact with staff, clients and public

4. Manual dexterity of hands/fingers for writing, computer input and dental treatment

5. Able to lift up to 75 lbs

6. Standing 50% of the day

7. Walking 50% of the day

8. Pushing up to 75 lbs
9. Pulling up to 75 lbs          
MAJOR RESPONSIBILITIES:
	DUTY
	STANDARD
	RATING

	Professional Qualities
	A. Strict adherence to the ethics and code of conduct as established by the Benewah medical Center.

B. Maintain compliance with annual continuing education and CPR requirements as established by the Idaho State Board of Dental Examiners.

C. Develop and maintain positive relationships with dental and medical staff of Benewah Medical Center.

D. Actively practices infection control techniques as required by OSHA guidelines.  
	

	Productive use of down time
	Ensure all assigned tasks are completed when not involved with patient care. 
	

	Proper use of computer internet
	Dental Department computers are to be used for departmental/BMC tasks only.
	

	Medication Errors
	Ensure that all local anesthetics and material used during treatment have current expiration dates.
	

	Consistent recordings of audit information
	A. Accurate charting of treatment plan information.

B. Record accurate notes on the provided treatment.
	

	Productivity
	A. Ensure patients are seated in a timely fashion and provide chairside assistance to the dentist in order to maximize clinical procedures during scheduled appointment times.

B. Seat and prepare emergency 

      Patients when cancellations or no 

      Show appointments allow.
	

	Customer Service 

(Internal and external)
	A. Communicate with patients in a clear and professional manner.

B. Check on patient comfort during treatment; helping to allay patient anxiety.

C. Check on post-operative patients.
	

	Team Work and helping others when finished with own tasks.
	A. Assist the receptionist with telephone, billing, filing and other clerical duties as need.

B. Actively complete all assigned tasks when not directly involved with patient care.
	

	Assigned tasks (including tasks done above and beyond what is required) please list i.e. making next day appt, etc.
	A. Patient Management:

1. Escort patients into treatment rooms and make them comfortable

2. Prepare patients for treatment, explain scheduled treatments to patients

3. Hand dental instruments to the dentist in an accurate and timely manner

4. Prepare necessary treatment materials in an accurate and timely manner

5. Take preliminary impressions

6. Expose radiographs

7. Provide post-operative instructions and materials to patients

8. Escort patients to the front desk after visits

9. Equipment Management:
a. Check treatment rooms for cleanliness and make necessary changes

b. Check and turn on treatment room equipment

c. Gather and review patient charts for the day

d. Accurately prepare trays for treatment according to each patient’s file

e. Set up treatment room for each patient

f. Clean treatment rooms after each visit by discarding all disposable items, assembling soiled instruments and placing them in the sterilization area and cleaning treatment room surfaces with disinfectant solution

g. Presoak soiled instruments and place them in an ultrasonic cleaner tank

h. Package and load instruments into the proper sterilizer

i. Store instruments in appropriate places

j. Mix required cleaning solutions and keep them fresh

k. Clean sterilizers and ultrasonic cleaner tank

l. Clean up treatment rooms at the end of the day and turn off equipment

m. Maintain a supply inventory for treatment rooms and laboratory

n. Submit supply orders to the Director as necessary 

10. Laboratory Duties:
o. Pour and trim models

p. Mail and pick up cases


	

	Attendance and tardiness
	A. Available to provide patient care from 8:00 am till 6:30 pm.

B. Available to continue with patient care at 1:00 pm following the lunch break.  Should patient care extend into the regularly scheduled lunch break, alternate arrangements will be made in tandem with the Director.
	

	Personal phone calls
	Limited to emergency needs only.
	

	Correct and complete documentation
	See “Consistent recording of audit information” above.
	

	Other
	Performs other duties as assigned by the Dental Department Director
	


EVALUATOR’S COMMENT’S:

EMPLOYEE’S COMMENTS:

INDIVIDUAL GOALS/OBJECTIVES:

I understand that by signing this review, I am not indicating agreement with the raring, but am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

Employee’s Signature:_____________________          Date:______________________

Evaluator’s Signature: _____________________ Date: ______________________

Evaluator’s Supervisor

                      Signature: _____________________ Date: ______________________
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