
EAST TEXAS COMMUNITY HEALTH SERVICES., INC. ~ETCHSI)
JOB DESCRIPTION

Position Title: Registered Dental Assistant
Reports To: Site Manager/Dental Director

JOB SUMMARY: Responsible for assisting the dentist(s) and dental hygienist(s) in the direct
provision of primary care dental services to patients of ETCHSL The Registered Dental Assistant
is also responsible for sterilization, preparation and inventory control of dental instruments and
supplies. Performs various direct patient care activities, sterile treatments, assigned duties and
related non-professional services necessary in caring for the personal safety and comfort for
dental patients.

ESSENTIAL FUNCTIONS:
1. Assists patients in resolving minor difficulties, answering their questions and giving

directions to patients as authorized by a dentist or a dental hygienist.
2. Serves as dentists’ chair-side assistant.
3. Prepares dental operatories for patient treatments (room and equipment setup/breakdown) per

Dental Department protocols and the dentists’ or dental hygienist’s directions.
4. Exposes and develops dental radiographs in accordance with state regulations.
5. Performs independent procedures as delegated and directed by the dentist in accordance with

state regulations.
6. Maintains Dental Department equipment in accordance with manufacturer’s directions.
7. Maintains all Dental Department areas in compliance with Dental Department directives and

protocols as well as ETCHSI policies and procedures relative to infection control, exposure
control and safety issues.

8. Maintains adequate operatory supplies and compiles a list of items for ordering purposes.
9. Monitors patient flow and assists the dentist(s) and dental hygienist(s) in assuring that all

patient records and documents are properly and accurately completed and filed.
10. Receives and places telephone calls related to clinic business and patient care.
11. Sterilizes reusable dental instruments in accordance with Dental Department protocol.
12. Ensures the proper disposal of all contaminated or potentially contaminated materials.
13. Performs all functions in full compliance with entity Exposure Control Plan including, but

not limited to the use of Personal Protective Equipment and Universal Precautions.
14. Participates in appropriate health promotion/disease prevention activities, both on-site and

off-site as required.
15. Performs pharmacy functions as necessary to support ETCH SI pharmaceutical activities.
16. Pulls dental charts in preparation for clinic.
17. Files dental charts in the proper order.
18. Schedules-Reschedules patient appointments as required by ETCHSI.
19. Responsible for personal compliance with all applicable federal, state, local and ETCHSI

rules, regulations, protocols and procedures, including, but not limited to the participation of
a Registered Dental Assistant in the provision of clinical dental care, as well as those relating
to, but not limited to personnel issues, work place safety, public health and confidentiality.

20. Performs all other duties as assigned.

GENERAL ENTITY EXPECTATIONS OF STAFF MEMBERS:
1. Maintains confidentiality ofpatients and provides services in a professional manner.
2. Exhibits and promotes positive relationships by showing consideration and respect for

patients, visitors, and other ETCHSI personnel along with being cheerful, courteous and
responsive.



3. Maintains professional and neat appearance with regular hygienic habits to prevent work
place offensiveness.

4. Exhibits cleanliness and orderliness in personal and work habits.
5. Follows appropriate chain of command.
6. Responsible for personal growth and professional development. Identifies and meets

educational needs for self.
7. Receptive to guidance and constructive criticism.
8. Attends ETCHSI educational programs.
9. Attends and participates in staff meetings.
10. Demonstrates a willingness to participate and follow through with special projects and

committees.
11. Abides by ETCHSI attendance policy and established procedures for notification in case of

absence.
12. Takes initiative in resolving problems and conflicts.
13. Assists in maintaining a safe, secure and aseptic enviromnent for all patients and employees.
14. Adheres to regulatory agency requirements with respect to infectious disease and hazardous

materials.
15. Familiar with and abides by OSHA Standards, Hazardous Materials, Universal Precautions,

use of personal protective equipment, Evacuation, Fire, Disaster, and Safety Plans.
1 6. Uses appropriate body mechanics and follows safety procedures.
17. Obtains annual TB test and attends Safety Recertification annually.
18. Completes Incident Reports within 24 hours of incident and turns them in to the Safety

Officer.

EDUCATION AND TRAINING:
1. High school diploma or GED certificate is required.
2. Ability to attend to multiple tasks at the same time and to prioritize assignments and

responsibilities to ensure compliance with established deadlines and protocols.
3. An effective oral and written communication skill in English is required; in Spanish is a plus.

EXPERIENCE:
Previous dental office experience preferred.

LICENSURE AND CREDENTIALS:
I. Registered Dental Assistant required within six months of employment
2. Radiology Certification required within six months of employment
3. Current CPR (BLS required)

SKILLS:
Requires a comprehensive knowledge of dental assisting techniques and procedures for all
phases of general dentistry. Knowledge of modern dental materials, their storage, handling, and
applications is required. The Registered Dental Assistant must be cognizant of the expectations
and concerns of ETCHSI’s dental patients and be able to respond in an empathetic and
professional manner. The ability to work with persons from a wide diversity of social, ethnic and
economic backgrounds is necessary. The Registered Dental Assistant must be able to creatively
work with other health care professionals from a variety of disciplines to achieve maximal results
for the ETCHSI patient from a system of integrated primary health care. The ability to
distinguish letters and symbols as well as the ability to utilize telephones, computer terminals and
copiers is required. Work under stressful conditions as well as irregular hours may be required.

TYPICAL PHYSICAL DEMANDS:
Prolonged sitting, standing and/or walking may be required. Those physical movements and the



degree of mobility, manual dexterity and hand-eye coordination normally associated with dental
assisting in general practice dentistry will be performed on a repetitive basis. Frequent exposure
to communicable disease, body fluids, toxic substances. medicinal preparations, radiation and
other conditions common to a clinical environment may be routinely encountered.

OSHA CLASSIFICATION: I

FLSA CATEGORY: Non-exempt

Soc JOB CLASS/CATEGORY: Soc 31 -9091 (exact wage to be determined based on
experience and compliance with ETCHS’ Board approved wage methodology and scale)

ETC [-ISI reserves the right to revise or change job duties and responsibilities as the business need
arises, in compliance with the EEOC 29 CFR Part i630, if the essential functions of this position
cannot be performed in a satisfactory manner by the employee, further accommodations shall be
made if they do not constitute undue hardships upon this organization.
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East Texas Community Health Service, Inc.
Acknowledgement ofJob Description Receipt

I acknowledge that I have received a copy of my job description, that I have read it and been given
an opportunity to ask any questions.

I acknowledge that this is what my evaluations will be based upon from this date forward.

Signed:_________________________________________ Date:_____________________________

Witness:____________________________________ Date:


