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JOB TITLE:
DENTAL ASSISTANT
JTC 401
DEPARTMENT: 
Dental
Revised Date:  July 2009
FLSA STATUS:
Pay Level:  03
 FORMCHECKBOX 
Exempt      FORMCHECKBOX 
Non-Exempt
 FORMCHECKBOX 
Salary      FORMCHECKBOX 
Hourly
REPORT TO:
Dental Director
JOB SUMMARY:
Assists the Dentist in the dental care of clinic patients according to Dentist’s instructions; conducts him/herself in a professional manner and strictly follows all sterilization and confidentiality policies; works cooperatively and supportively with all other staff.

PRIMARY  DUTIES / SKILLS (as related to the Mission Statement):
Access & Quality

· Assists chair side independently and provide dental care to all patients.

· Maintains current knowledge of dental materials, dental procedures and sterilization/ disinfecting procedures.
· Maintains instruments, tray set-ups and supplies as instructed by Dentist.

· Properly passes instruments while maintaining a sterile field and safety standards as instructed by Dentist.
· Assists chair side and provides dental care to all patients under direct supervision.
· Promptly triages walk-in patients.

· Anticipates and responds to patient’s care needs.
· Learns to properly take, develop, mount and record x-rays under proper safety procedures.
· Accurately documents visit notes in the dental patient record.

· Assists with sterilization of instruments as the need arises.
· Maintains a neat, clean and professional work environment.

· Performs all procedures allowable under Washington State Law.

· Keeps operatories stocked, organized and safe.

· Assists the Dental Director with inventory, storage and ordering supplies.

· Responsible for opening and closing the operatories each working day.

· Assist with front desk functions if required.

· Maintains all hand pieces and dental equipment. 

· Notifies Dental Director if unsafe conditions develop and follows all procedures as outlined in the Clinic Safety Manual and Dental Clinic Blood borne Pathogen Compliance Manual.
· If bilingual (Spanish/English), perform translation for Dentist as needed.

· Other duties as assigned by supervisor.

Advocacy

· Treat all patients with dignity and respect

· Provide excellent customer service

· Conform to JCAHO and HIPAA  regulations
· PHI (Protected Health Information) Compliance

QUALIFICATIONS: 
· High School Diploma or G.E.D.  

· Current WA State Dental Assistant Registration

· Completion of on the job training as a chair side DA or previous experience as a chair side DA
· Ability to handle delicate equipment.  
· Effort and commitment towards completing assignments efficiently and carrying out instructions effectively.

· Spanish/English bilingual preferred:
· Good verbal and written communication skills

· Ability to multi-task, work accurately and efficiently in a busy dental office 
· Computer Literate…knowledge of office practices 

· Employee must be able to work hours as scheduled, which may include Saturdays, evenings or extended hours.

GENERAL DUTIES AND RESPONSIBILITIES:
· Maintain a courteous attitude toward internal and external customers at all times

· Ability to work in a team oriented atmosphere

· Honest, courteous and professional manner 

· Good personal hygiene

· Free of alcohol and drug abuse
· Have a valid Washington driver’s license and insurable
GENERAL JOB DUTIES

FUNCTIONS:
· Opening operatories and preparing for patients.

· Turn on all necessary switches and connect electrical equipment.

· Change or add to all solutions:  cold sterilization solution; X-ray solution; autoclave; ultrasonic cleaning solution, etc.

· Prepare setups for procedures and prepare operatories.

· Obtain charts from front desk; pull out all necessary radiographs and progress notes and obtain all necessary dental instruments and materials prior to seating the patient.

· Lubricate all dental hand pieces prior to each use.  Seat patient and place patient napkin. Inform dentist that the patient has been seated. Take and record patient’s blood pressure, if needed.

ASSISTING AT THE CHAIR:
· Wash hands thoroughly and glove.  Wear mask and eye protection.

· Prepare anesthetic syringe for injection; place topical anesthetic on cotton swab.  Give patient eye protection.

· Know the names of all instruments and devices used for the given procedure and the order in which the doctor will use them.

· Remain with the patient if anesthetic has been given to observe the patient for any signs of allergic reaction in the event the doctor leaves the operatory.

· Remain at the chair during the entire procedure anticipating the doctor’s needs to ensure maximum efficiency with minimum strain to all concerned.

· When the procedure is completed, remove all barrier protection used; spray all surfaces that may be contaminated.  Allow disinfectant to remain wet for ten minutes, and then wipe.

· Remove extracted teeth, bloody gauze, etc. and place in red, hazardous materials bag.  Remove all sharps, needles, empty cartridges, etc., and dispose in sharps container.  Break down remaining tray materials as specified by OSHA’s Blood borne Pathogen Standard.  Use all procedures to minimize contamination and/or injury as specified by the standard.  Remove tray to sterilization lab. 
· Return to the operatory to wipe and replace barrier protection.

· Return to the lab new tray setup and necessary instruments for next procedure.

· Obtain chart for next patient; pull out radiographs and progress notes as required.  Seat patient and place napkin; inform doctor patient is ready; give oral hygiene instructions as directed.

CLOSE OF THE DAY:
· Restock operatory supplies

· Clean, dry and bag all instruments.  Run autoclave, if time permits.

· Drain ultrasonic cleaning solution and let ultrasonic cleaner dry out.

· Unplug all electrical devices and turn off all master switches.

· Put away all instruments; clean all countertops, sinks and operatory surfaces.

· Place chair in upright position for easy cleaning around chairs.

· Empty suction traps weekly.

SUPPLIES:
· Monitor all supplies and note deficiencies for reorder.

WEEKLY CLEANUP:
· Clean all traps and filters; flush with vacuum system cleaner.

· Drain and thoroughly clean automatic film processor, following manufacturer’s instructions.

· Drain and thoroughly clean steamclave, following manufacturer’s instructions.

· Thoroughly clean and arrange operatory cabinets and shelves, consistent with other operatories to maintain health care environment.

OTHER:
· Know and practice all infection control procedures and have a thorough knowledge behind such procedures.

· Assist receptionist by pulling all patient charts for the next business day.

· Follow all procedures for safe radiographic film exposures.

· Remain current with dental material, dental procedures, and oral hygiene instructions.

· Take and pour impressions, as directed by the doctor.

ESSENTIAL PHYSICAL REQUIREMENTS:
	Physical Requirements
	N/A
	Rarely     

( 1-12%)
	Occasionally 

( 13-33%)
	Frequently 

( 34-66%)
	Regularly 

( 67-100%)

	Standing
	
	
	
	x
	

	Walking
	
	
	
	x
	

	Climbing
	
	x
	
	
	

	Sitting
	
	
	
	
	x

	Stooping / Kneeling
	
	
	x
	
	

	Lift/Carry up to 15 lbs.
	
	x
	
	
	x

	Lift/Carry up to 30 lbs.
	
	x
	
	
	

	Lift/Carry up to 50 lbs.
	
	x
	
	
	

	Push/Pull up to 25 lbs. of exertion
	
	x
	
	
	

	Push/Pull up to 50 lbs. of exertion
	
	x
	
	
	

	Work below waist level
	
	x
	
	
	

	Work at waist to shoulder level
	
	
	
	
	x

	Work above shoulder level
	
	
	x
	
	

	Reach further than arm's length
	
	
	x
	
	

	Fingering
	
	
	
	
	x

	Grasping / Holding
	
	
	
	
	x

	Talking
	
	
	
	
	x

	Hearing
	
	
	
	
	x

	Seeing
	
	
	
	
	x

	Work in confined spaces
	
	
	
	x
	

	Exposed to extreme temperatures
	x
	
	
	
	

	Operate tools or machinery  (incl. office equip.)
	
	
	
	
	x

	Operate motorized vehicles/equipment
	x
	
	
	
	

	Work at heights balancing
	x
	
	
	
	

	Use/exposed to hazardous substances
	
	
	
	
	x


SALARY RANGE:
DENTAL ASSISTANT base as determined by current pay level.

This description is intended to describe the essential job functions and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities and requirements of a person so classified.  Other functions may be assigned and management retains the right to add or change the duties at any time.

Signature below acknowledges that I have received a copy of my job description.

__________________________________________________________________________

Employee Signature




Date

__________________________________________________________________________

Witness Signature




Date
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