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Position: Dental Front Desk Supervisor/Dental Assistant 

 

Reports to: Dental Director Posting Date: August 15, 2008 
Deadline:   Open until filled Closing Date: Open Until Filled 

Status: Full-time, Exempt 

 

Position Summary: Works with the Dental Director, staff dentist, and dental assistant. The front desk 

coordinator handles all phone and front desk activity including scheduling, intake and registration, payments, 

patient education, referrals, follow-ups, management of patient records, handling of financial aspects of services 

rendered, data entry, statistics, and written correspondence with patients, providers, and payor sources. 

 

Duties and Responsibilities: 

• Prepare for opening and closing the department daily. 

• Schedule and confirm appointment, manage schedules ensuring dentists see a required number of 

patients each day. Schedule appropriately based on dentist and patient needs. Maintain and post dentist 

schedules daily, and update schedules on a timely basis. 

• Answer and manage telephone calls: collect information from patients or other callers, and provide 

information about our services, programs, insurance, billing, fees, payment plans, and dental education. 

• Determine patients’ specific dental concerns and inform dentist of these concerns, and of any medical 

conditions. 

• Register and do intake on each patient’s. Help patients’ complete registration and medical histories, 

including obtaining information from other providers. 

• Review with patients and obtain signature of acknowledgement for consent, disclosures, privacy and fail 

polices. 

• Prepare, maintain, file, and update patient records. 

• Identify patient insurance benefits, payor source, and determine patient’s financial responsibility for 

services to be rendered. 

• Collect fees, create treatment fee estimates and arrange payment schedules in a confidential manner. 

Work with dental director and finance department to ensure payment of accounts. 

• Track and follow-up monthly on unpaid accounts and both self-pay and pending insurance claims. 

• Review insurance claims and prepare pre-authorizations. 

• Close the daily batch (day’s production and superbill pack) 

• Compile statistical data as required by contracts or as directed by Dental Director. Enter data into IHC 

systems. 

• Perform monthly follow-up of patients who have been referred to other providers, are due for follow-up 

or maintenance, or have missed their recent appointments. Written correspondence/form letters in 

conjunction with telephone calls will be made. 

• Prepare letters to patients and other providers. 

• Work with the Dental Director, Assistant, and Staff Dentist to ensure smooth functioning of the 

department. 



• Arrange for back-up staffing and provide support to on-call staff. 

• Maintain inventory and complete purchase orders for front desk and business supplies. Process incoming 

mail daily, including insurance follow-ups and referrals. 

• Provide patient education and discuss treatment plans with patients. 

• Cross-train for clinical procedures, such as chairside assisting, charting, preparation and clean-up of 

treatment rooms, and light sterilization duties. 

• Perform related job duties as requested by the Dental Director. 

 

Required Qualifications, Knowledge and Abilities: 

• High School or GED is required. 

• Registered Dental Assistant/Medical Administrative Certificate or 2 years experience working in a lead 

or independent capacity in a dental front office is required. 

• Fluency in English/Spanish a plus. 

• Demonstrate proficiency with typing, general bookkeeping, and dental billing. 

• Excellent verbal and written communication skills. 

• Working knowledge of dental terminology. 

• Understanding and compassion for Native American culture. 

• Strong motivation to learn cross-training for light clinical duties is required. 

• Strong customer and results orientation. Ability to interact with individuals from diverse backgrounds 

(e.g. culture, education, profession). 

• Demonstrated ability to perform multiple administrative functions simultaneously in an accurate, 

organized, and efficient manner. 

• Ability to function independently and as a team member within diverse environments as well as a 

diverse staff composition. 

• Carries out all responsibilities in an honest, ethical and professional manner and demonstrates good 

judgment. 

• Interest and commitment to the mission of the Indian Health Center. Experience with nonprofit health 

organizations desirable. 

• Knowledge of office systems. Computer literacy and knowledge of Windows environment and popular 

software (e.g., Microsoft Office Suite, Publisher, Photoshop). 

• Ability to maintain strict confidentiality. 
 

To Apply:   Send resume and cover letter to: 

 

Wanda Edmo, Human Resource Manager 
Indian Health Center of Santa Clara Valley 

1333 Meridian Avenue, San Jose, CA 95125 

Phone: (408) 445-3400 ext. 205   Fax (408) 269-1952  Email:  wedmo@ihcscv.org 

 

 

Preference is given to qualified American Indians/Alaskan Native in accordance with the American Indian 

Preference Act (Title 25, U.S. Code Section 472, 473 and 473a). In other than the above, the Indian Health 

Center of Santa Clara Valley is an equal opportunity employer. 

 


