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	                                                       JOB DESCRIPTION


POSITION:              Dental Patient Service Rep/Front Desk
Reports to:                          Dental Office Manager/Clinic Director
Approved:                                                              March 16,2026
Revised:                                    
Department:                                                             Administration

FLSA:                                                                         Non-Exempt



Basic Function: This position is responsible for basic clerical tasks such as answering phones, greeting patients and visitors, maintaining dental patient records, and scheduling appointments in a professional and timely manner. This position will report to the Dental Office Manager and Clinic Director.
Essential Functions: 
· Greet and check in patients in a professional and welcoming manner
· Schedule and confirm patient appointments
· Answer incoming phone calls and respond to patient inquiries
· Verify dental insurance coverage and patient eligibility
· Collect co-payments and process payments
· Maintain accurate patient records and update information as needed
· Coordinate with dentists, hygienists, and assistants regarding patient schedules
· Manage patient check-out and schedule follow-up appointments
· Maintain cleanliness and organization of the reception area
· Assist with general administrative tasks as needed
· Specialty tasks assigned by Supervisor/ Tier advancement:
__________________________________________________________________________________________________________________________________________________________________________________________________________________
Appearance Standards:
This position shall follow the appearance standards as outlined in the Personnel Policy “Dress and Personal Appearance”.


	Ancillary Staff

	
	Not Applicable
	Occasionally
	Frequently
	Constantly

	Stand
	
	
	X
	

	Vision - near
	
	
	
	X

	Vision-w/assistance
	
	
	
	X

	Walk
	
	X
	
	

	Sit
	
	
	
	X

	Handling
	
	
	
	X

	Reach outward
	
	
	X
	

	Reach above shoulder
	
	X
	
	

	Climb
	
	X
	
	

	Crawl
	X
	
	
	

	Squat/Kneel
	
	X
	
	

	Bend
	
	X
	
	

	Lift/Carry
	
	
	
	

	10 lbs or less
	
	X
	
	

	11-20 lbs
	
	X
	
	

	21-50 lbs
	
	X
	
	

	51-100 lbs
	
	X
	
	

	Over 100 lbs
	X
	
	
	

	Push/Pull
	
	
	
	

	12 lbs or less
	
	X
	
	

	13-25 lbs
	
	X
	
	

	26-40 lbs
	
	X
	
	

	41-100 lbs
	X
	
	
	

	
	
	
	
	

	Not Applicable
	Activity does not apply to this position

	Occasionally
	Position requires this activity up to 33% of the time 
(0.25 hrs per day)

	Frequently
	Position requires this activity from 33%-66% of the time 
(2.5-5.5hrs)

	Constantly
	Position requires this activity more than 66% of the time 
(5.5hrs +)



OSHA CATEGORY CLASSIFICATION:
I understand that the duties that are required of me place me in a Category II.

While performing the duties of this position, the employee is exposed to weather conditions prevalent at the time.  The employee may experience exposure to dust, pollens, pollutants, fumes, and communicable diseases as related to the health care environment.  The noise level in the work environment is usually moderate.


Travel  x  is      is not required. It is anticipated that travel will be:
							        x	 5% – 10% 	       50%-75%
								 10% – 25%           75% - 90%
								  25% – 50%
[bookmark: _GoBack]
The specific statements shown in each section of this Job Description are not intended to be all-inclusive.  They represent typical elements and criteria considered necessary to perform the job successfully.  The job’s responsibilities/tasks may be modified and/or expanded over time.  Creek Valley Health Clinic will inform the employee when changes in the respective job description are made.



I have read and understand the duties / physical requirements indicated in this job description and acknowledge that I am able to perform these duties with or without reasonable accommodation. I understand that failure to adhere to these responsibilities could be grounds for disciplinary action.
______________________________________________________________________
Print Name							Signature
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