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Bilingual Dental Assistant
Job Code:	2016-DEN-DENC-007
Department:	Dental-Clinical
FT/PT Status:	Regular Full Time
 Job Description:
General Description
This position is responsible for providing technical assistance to the dentists and dental hygienists. This includes a variety of duties from preparing rooms for the patient visit to sterilizing instruments after the appointment. This position is also responsible for providing patient education regarding oral health and documenting procedures in the electronic health record. This position requires OSHA training because of possible exposure to blood and other bodily fluids. In accordance with HIPAA regulations, this position requires full access to Protected Health Information (PHI). Such disclosure is necessary to perform the requirements of the job. Confidentiality of PHI must be maintained.
Essential Duties
Check patients in for dental visits:
· perform needed x-rays
· obtain vital signs (i.e. electric and manual blood pressure)
· perform needed blood glucose monitoring
· set up instruments for procedures/examinations
· assure all forms are completed for procedures
· review health history, transfers this information to the clinical note completely and accurately
Assist dentists and/or dental hygienists in daily clinical and operational activities including but not limited to the following:
· use four-handed practices at chair side
· provide proper instruments during procedure to the dentist
· make chart entries under the direction of the dentist or dental hygienist
· record all finding and treatment plans completely and accurately in the patient’s chart
· actively participate in keeping provider on schedule
Prepare patients for procedures and ensure that all the appropriate instructions and equipment are arranged and ready
Maintain a clean oral working area prior to, during and post exams/procedures
Promote an atmosphere of good dental and general health by demonstrating good personal oral hygiene
Educate patients on techniques of flossing, brushing, overall oral health, and the role of the dental care team
Clean and sterilize instruments appropriately
Expose x-ray films suitable for diagnostic purposes
Develop, mount, and label films for use in diagnosis
Lab duties include pouring and trimming models and fabricating trays
Remove biohazard trash as needed
Answer patient inquiries related to pain and/or medications
Perform all duties in accordance with OSHA regulations
Distribute and collect Patient Satisfaction Surveys in accordance with organizational policy
Attend meetings as required (Joint Staff, Department, etc.)
Be attentive to patient and provider needs
Perform other duties as assigned
 
Required Skills:
Knowledge of HIPAA privacy rules and regulations
Enthusiasm for working as a member of a team in a rapidly changing environment
Willingness to educate patients and the community in oral healthcare and the role of the dental care team
Ability to manage multiple tasks and prioritize them to provide appropriate, efficient, and quality patient care
Excellent customer service skills and ability to effectively and respectfully interact with unsatisfied patients and co-workers
Ability to work well with children, elderly, and special needs patients
Excellent interpersonal, verbal, and written communication skills
Ability to anticipate and react calmly in emergency situations
Skill in establishing and maintaining effective working relationships with patients, coworkers, and the public
Ability to evaluate statistics and data and make appropriate recommendations
Ability to work under pressure
Ability to accurately document procedures in electronic record
Must be able to document in a neat, legible manner and be able to spell dental terminology correctly and use proficient grammar, spelling, and punctuation
Ability to follow written policies and procedures
Effective and efficient time management
Excellent organizational skills
Ability to work independently and use good judgment
Able to communicate with others to effectively convey information
Knowledge and experience with Microsoft Office (Word, Excel, Outlook)
Knowledge of standard office machines including copier, fax, multi-line phones, printers, scanners, etc.

Education and Experience:
High school diploma or equivalent is required
Graduation from a dental assisting program (preferred but not required)
Experience as a dental assistant
Any combination of education and work experience that would likely provide the required knowledge and abilities is qualifying
Knowledge of dental procedures and terminology
Must be able to speak/translate Spanish fluently
Nitrous trained; or must obtain within one year of employment
Must have and maintain CPR certification
Social and cultural sensitivity appropriate to ethnically and economically diverse participant- and employee-base
Other Job Information (if applicable):
Core Values
Salina Family Healthcare Center (SFHC) is dedicated to providing high quality, patient-centered care and creates a culture of continuous quality improvement. Each department is expected to work collaboratively within the department and with other departments to ensure patients receive quality care. Employees are expected to conduct themselves in a professional manner that leaves both the employee and SFHC in a positive light. Maintaining a positive work atmosphere by acting and communicating in a cordial manner with customers, clients, co-workers, and management is essential.
Working Conditions
The position requires normal range of body motion, hearing and eyesight in order to perform duties of the position. Requires hand/eye coordination and manual dexterity sufficient to operate the x-ray machine, dental instruments, keyboard, photocopier, telephone, scanner, calculator and other office equipment. Employee must be able to write, speak, and hear. Employee must be able to read small print both on paper and on a computer screen for long periods. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. Frequent standing and walking required for extended periods of time (7-9 hours). Occasionally you may lift and/or carry items weighing up to 60 pounds, bending, stooping, and stretching. Interaction with others is frequent and can often be disruptive so the ability to multi-task is important. This is a medical office environment involving frequent contact with staff and patients. There will be exposure to airborne and blood borne pathogens, and hazardous materials common in a clinic. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.
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