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Dental Clinic Manager 

 
JOB SUMMARY: The Dental Clinic Manager is responsible to coordinate all clinic activities in order to meet the 
general goals and objectives set for the dental program. The Dental Clinic Manager is primarily responsible for 
supervising the staff Dentist and Dental Assistant, ensuring  with the smooth management of clinic activities 
provided by volunteer Dentists and Hygienists, and ensuring timely completion of all Dental Clinic 
administrative duties. Responsible for providing general oversight of Dental Collaborations with Universities 
and Colleges to maintain strong and effective partnerships. The manager also works collaboratively with other 
MEND departments as a part of a holistic service approach. 
 
REPORTS TO:   Program Director 
FLSA Status: Exempt 
 
DUTIES AND RESPONSIBILITIES:  
Volunteer Activities 

 Provide general oversight of Dental Collaborations with Universities and Colleges to maintain strong 
and effective partnerships.  

 Ensure that student and professional volunteers are properly oriented to MEND and clinic operations 
to maximize their experience and effectiveness in providing services. 

 Coordinate schedules and activities of Dental Schools, Hygiene Schools and Dentists. 

 Manage, supervise, recruit and schedule Dentist and Hygienist volunteers, ensuring that they follow 
clinic policy and procedures. Review and evaluate performance of assigned volunteers, providing 
coaching where needed and conducting constructive performance reviews. Recruit, direct, and oversee 
the work of volunteers.  

 
Managerial Activities 

 Manage monthly clinic calendar to include all dentists and dental schools and in consideration of 
patient capacity for each clinic day.  

 Supervise Dental Assistant to ensure clinic cleanliness and organization, proper training of dental 
assistants, and proper training of volunteers in Dentrix electronic records system ensuring 
contemporaneous and complete patient treatment plans.  

 Work closely with program director to develop a vision for short and long term program growth 
strategies. Establish and implement departmental goals, policies, objectives and procedures.  

 Oversee, allocate duties, and evaluate the work of assigned staff; provide coaching and professional 
development of staff members.  

 Maintenance of all patient database including ETO-Efforts to Outcomes and Dentrix. 

 Coordinating a Quality Assurance program: For safety, quality, budget considerations, policy and 
procedure, accountability, and performance (including coordination for agenda items and minute 
taking). 

 Maintain dental licensing and volunteer files, including job training files, up to date. 



 Coordinate annual program events including Give Kids a Smile and Head to Toes. 

 Prepare reports to various stakeholders, i.e. administration, foundations, to articulate the program’s 
goals, objectives and impact. Coordinate collection of Dental program outcomes. 

 Support Development Office by providing program information and provide input as it relates to 
proposals that are intended to fund programs under the supervision of the Program Director. 

 Attend and participate in committee, staff, informational and professional meetings. 

 Prepare program monthly statistical reports and annual OSHPD report. 

 Other essential duties may be assigned consistent with the general scope of the position 
 
Clinical Activities 

 Ensure compliance with OSHA, HIPAA, State Board of Pharmacy and Title 22 licensing requirements. 

 Provide direct patient services when necessary, (i.e. dental assisting, dispensing medications, 
interpreting). 

 
QUALIFICATIONS: 

 Minimum 3 years previous management or volunteer experience 

 Valid CA RDA License with minimum one year RDA experience in a dental office 

 High school graduate (or GED) 

 Knowledge of OSHA regulations 

 Dental x-ray certificate. Current CPR certification 

 Demonstrates success in leading a team and managing a program to achieve its goals 

 Familiarity with general office procedures  

 Strong literacy with computer and software 

 Good communication and public relations skills  

 Bilingual English/Spanish required 

 Must have tolerance for high traffic and interruptions 

 Reliable automobile, valid drivers’ license and car insurance as required by law 

 Basic dental health knowledge 
 
TIME COMMITMENT: 
Full time. Hours are flexible and vary according to the needs of the program, including some evenings and 
weekends. 
 
BENEFITS: Paid holidays, two weeks annual vacation plus year-end holiday closure, sick leave, and health 
insurance.  
 
All positions contingent on continued funding. 
 
The above statements reflect the essential functions considered necessary to describe the principle content of 

the job. They are not intended to be a complete statement of all work requirements or duties that may be 
inherent in the job. 

 
TO APPLY:  
Please email letter of interest as well as resume to:  Jobs@mendpoverty.org  
Letters and resumes are due by 5PM Thursday, September 13, 2018. 
No phone calls please.  
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