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JOB DESCRIPTION 

 

Job Title: 

Dental Assistant 

Job Code: 

324030 

OSHA 

I 

Department: 

Dental Clinic 

Salary Grade: 

CHW 

Orig. Date: 

11/86 

Immediate Supervisor: 

Dental Clinic Supervisor 

Cost Center: 

7773/7788/8773 

Last Revised: 

6/15 

Division: 

Ambulatory Services 

FLSA: 

Non-Exempt 

 

  

 

GENERAL SUMMARY: 

Under the direction of the dentist takes radiographs, prepares for treatment, performs chairside four-handed dentistry 

to assist the dentist during examination and treatment of patients and performs sterilization functions in the Dental 

Clinic.  Completes charting in the electronic health record. 

 

ESSENTIAL FUNCTIONS: 

 Exhibits guiding behaviors that reflect Children’s values and support our mission and vision.    

 Understands and satisfies the needs of the neonatal, infant, toddler, pre-school, school-age, adolescent and/or 

adult patient in regards to their growth and development process. 

 Reviews the patient record in advance to ensure proper coordination of dental services.  Prepares the dental unit 

with supplies, instruments and equipment needed for the specific procedures.   

 Obtains, reviews and documents patient health histories, medication lists and allergies in the computer system 

and completes all required screenings.  Notifies the dentist of any issues or concerns. 

 Prepares the patient for treatment by performing Tell-Show-Do in an engaging and effective manner.  Verifies 

the correct patient and procedure with the dentist before starting treatment. 

 Assists the dentist during examination and treatment of patients.  Ready and able to anticipate the needs of the 

dentist. 

 Takes intra-oral, extra-oral and panorex radiographs of diagnostic quality utilizing phosphor plate technology.  

Follows proper infection control handling of the phosphor plates and barriers to prevent contamination.  

Processes, mounts and labels radiographs using the ScanX and computer system. 

 Performs coronal polishing and toothbrush prophylaxis. 

 Completes documentation in the patient record as directed by the dentist. 

 Provides a clean work environment by following the infection control procedures (mask, gloves, eyewear, etc.) 

and practices infection control by cleaning, disinfecting and sterilizing instruments and work surfaces according 

to policy. 

 Cleans and performs routine maintenance on equipment such as lubricating and replacing expendable parts.  

Notifies the lead dental assistant or clinic engineering of any equipment issues. 

 Participates in the clinical orientation of the dental residents, including equipment usage and clinic scheduling.  

 Participates in the training and instruction of new dental assistants and dental assisting students. 

 Participates in the morning huddle to discuss the daily schedule and any potential issues. 

 May perform clerical duties as needed, such as answering telephones or checking in patients. 
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This job description is intended to summarize the essential functions of and requirements for the 

performance of this job.  It is not meant to be an exhaustive list of miscellaneous duties and responsibilities 

that may be requested in the performance of this job.  
 

 Performs related duties as assigned. 

 

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Knowledge of basic dental care procedures, as can normally be acquired through completion of one year of 

training in a dental assisting program or equivalent work experience. 

 Twelve months dental assisting experience or successful completion of dental assisting clinical rotation at 

Children’s Dental Center.  Proficiency in 4-handed dentistry, sterilization and x-ray techniques.  Dental 

Assisting Certification and Pediatric or Special Needs dental assisting experience desirable. 

 Requires excellent customer service, communication and interpersonal skills necessary to interact courteously 

and respectfully with patients, parents/families and members of the health care team. 

 Knowledge of computer and keyboard, word processing skills and the ability to troubleshoot basic PC issues. 

 Ability to stand/walk/move a moderate amount of time, sit frequently, reach moderately, bend/squat/kneel 

occasionally, push/pull 50 pounds occasionally, and lift/carry items weighing up to 30 pounds frequently and 50 

pounds occasionally. 

 Ability to work flexible hours to meet patient care needs. 

 CPR certification obtained within 90 days of hire - Basic Life Support (BLS) for Healthcare Providers through 

American Heart or American Red Cross is required.    

 

WORKING CONDITIONS: 

 Provides services in a setting where there is potential for exposure to blood and other high risk body fluids. 

 Occasional exposure to hazardous working conditions, such as radiation, nitrous oxide, mercury vapors and 

contact with infectious diseases for up to 20% of the work time. 

 May require standing, stooping or strained posture during the treatment and examination process. 

 May require use of a firm grasp for extended periods of time while assisting the dentist during certain 

procedures. 

 May require assisting with immobilization for extended periods of time. 

 There is potential injury from equipment or instruments.  

 

 

 

 

 


