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                                                                             JOB DESCRIPTION


POSITION TITLE:
Dental Administrative Assistant
DEPARTMENT: Health Promotion

REPORTS TO: Dental Team Lead, Health Promotion
 


SUMMARY:  Working with an interdisciplinary team, the Dental Administrative Assistant provides administrative support functions and maintains various office systems for the RCHS dental program, including Seniors Dental Program as well as Low Income Dental Program. Travel may be required throughout Lanark, Leeds and Grenville. 

COMMON RESPONSIBILITIES:

· Works in a manner that preserves confidentiality and seeks to minimize risk.

· Work in a manner that incorporates health promotion and recognizes the determinants of health.

· Incorporate and strengthen collaborative and interdisciplinary teamwork.

· Respects and values the diversity of communities and individuals.

· Maintains competence and professional licence to practice.

· Supports the student and volunteer placement programs.

· Promotes awareness of and participates RCHS activities.

· Contributes to the work by participating in meetings and committees.

· Work both regular and extended hours of operation in locations identified by the RCHS.

· Contributes to the RCHS’ practices of hiring, orienting, training and mentoring staff.

· Contributes to the efforts to secure and maximize resources for current and new programs, services, and activities.

· Participates in the efforts to enhance its capacity through staff development.
· Supports and complies with the Occupational Health and Safety policies and procedures.
Representative Activities:

· Provides administrative and clerical support for the dental clinic, including client triage, scheduling, managing schedules, etc.
· Performs administrative, corporate and computer support functions as directed. 

· Supports the maintenance of resources, equipment, and supplies management systems.
· Coordinate scheduling of multiple clinic sites for dental staff. 
· Compiles daily, monthly, yearly reports and statistics for dental programs, as appropriate

· As required, provides preventive intra-oral hygiene services under direction of the Clinic Dentist; including but not limited to sets up operatory, organizes instruments and dental materials needed for dental procedure, prepares and cleans examination room, and sterilizes instruments prior to clinic day following current infection prevention and control guidelines, exposes, processes, and mounts radiographs for clinic dentist.
TYPICAL QUALIFICATIONS:

· Certified Dental Assistant Level II or equivalent experience
· H.A.R.P. Certification an asset.
· A minimum of three years of experience in a dental office 

· Experience working in a community setting an asset.
· Secondary school diploma; post-secondary school diploma or degree in office or business administration, an asset. 
· Additional training in computer software applications and relevant administrative skills. Experience with Cleardent an asset

· Three to five years administrative experience with progressive responsibility; preferably in a dental setting.
· Proficiency in the use of computers and various software applications, MS Office an asset. 
· Excellent organizational skills and above average attention to detail

· Ability to meet the physical demands of the position.
· Excellent interpersonal skills, and a commitment to being a “team player.” 

· Valid Drivers License
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