
VALLEY COMMUNITY HEALTHCARE 

Job Description 

POSITION:     Registered Dental Assistant 

REPORTS TO:   Dental Director 

HOURS:   40 hours/week - Varies/some evenings/Saturdays may be required 

 

FLSA Status: Non-exempt  

GENERAL RESPONSIBILITIES: 

The Registered Dental Assistant performs a variety of dental assisting duties while promoting a 

safe and cleanly environment for quality dental care. These duties include, but are not limited to: 

 

Specific Duties: 

 Mouth mirror inspection of oral cavities, to include charting of obvious lesions, existing 

restorations and missing teeth 

 Assisting the dentist during procedures 

 Teaching patients how to care for their teeth 

 Educating patients about existing conditions and  dental procedures 

 Communicating effectively with patients (or parents if patient is a child) 

 Maintaining equipment and inventory; cleaning, sterilizing, and packaging instruments; 

following universal precautions, OSHA requirements, and dental board auxiliaries’ 

regulations 

 Coronal polishing 

 Taking digital x-rays 

 Placement and removal of temporary sedative dressings 

 RDA permitted duties allowed by dental board regulations 

 Stock and order office and dental supplies 

 Provide information to patients on such matters as services, charges and routine dental 

procedures. Explain treatment plan and fees. 

 Perform a variety of clerical duties such as checking patients in and out, making 

appointments, referrals, processing forms and entering information in EMP and EDR,  

 Make sure forms for EDR and EMP are completed and scanned into system. 

 Call to confirm and if any cancellation exists fill in the cancelled appointment before the end 

of the day. 

 Verify documents and insurance. 

 Take phone calls, messages and forward to appropriate staff members. Return phone calls. 



 Pediatric screenings and apply fluoride varnish 

 Perform other related duties incidental to the work described herein. 

 

QUALIFICATIONS: 

Certified as a dental assistant through a recognized dental assistants school or equivalent experience.  

Must have a state certification as an RDA Experience working in a community clinic setting and with 

low-income, uninsured population helpful.  Bi-lingual Spanish/English preferred.  Ability and willingness 

to learn, follow oral and written instructions. Travel not required. 

 

*Responsibilities and tasks outlined in this document are not exhaustive and may change as 

determined by the needs of the company. 

 

 

 

VALLEY COMMUNITY HEALTHCARE IS AN EQUAL OPPORTUNITY EMPLOYER 

 


