
MISSION CITY COMMUNITY NETWORK - JOB DESCRIPTION 

Job Title:  
Department: 
Reports to: 

Dental Assistant 
Dental 
Dental Director 

SUMMARY:  
Under general supervision, provides a range of clinical, administrative, and staff support to a full-range dental 
services operation. Assists in the performance of dental and radiography procedures; prepares and maintains 
dental equipment and supplies in accordance with established protocol, procedures, policies, and standards, and 
assists in the coordination of day-to-day patient administration, records management, and office support activities. 

I.  Qualifications:  
A. Education, Training, and Experience: 

1. Graduate of an accredited Dental Assistant school.
2. Copy of the certificate for completing Dental Assistant course.
3. Completion of internship at an appropriate facility.
4. High School Diploma.

B. Specific Skills and Special Abilities: 
1. Understanding of, and ability to perform, the duties of a Dental Assistant.
2. Speak English clearly and ability to communicate with medical staff, parents, patients, as

well as other health professionals.
3. Bilingual English/Spanish or threshold language of patient population.
4. Write and print legibly in English, and, as necessary, in the second language.
5. Valid CPR card.
6. Ability to learn new skills, as necessary.
7. Flexibility and ability to change.

Other: 
1. Valid Ca license; valid vehicle insurance and available vehicle, as needed.

II. Duties and Responsibilities:
A. Patient care: 

1. Prepare and review chart notes, according to clinic policy and procedure.
a. Current knowledge of and ability to follow a full range of dental clinical

procedures and protocols.
b. Interacts with and processes dental clinic patients; schedules appointments,

performs telephone triage, conducts patient interviews, and obtains prior
approvals from third party payors

2. Assist the Dentist with procedures and/or diagnostic examinations
a. translate for Dentist and patient
b. set up, assist with procedures and/or treatments, e.g.,
c. handles specimens and bio-hazardous materials in manner  consistent with clinic

policy.
d. apply cold or warm compressed, as directed..
e. Provides chairside assistance to dentists and/or dental hygienists in the

performance of dental procedures, to include operative, preventive, periodontal,
endodontic, prosthetic, and/or oral surgical procedures

f. note the appropriate records on the patient's
chart.
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3. In addition, assist Dentist in providing  
a. privacy for patient when assisting with procedures 
b. documentation of patient’s information, procedure(s) performed, and patient 

responses.  
c. proper handling of specimens and bio-hazardous materials.  
d. Ability to set up and prepare dental equipment and instrumentation in 

accordance with established regulations and guidelines 
e. Knowledge of radiation safety procedures, standards, and protocols. 
f. Provides chairside assistance to dentists and/or dental hygienists in the 

performance of dental procedures, to include operative, preventive, periodontal, 
endodontic, prosthetic, and/or oral surgical procedures 

g. maintains patient confidentiality at all times. 
4. Laboratory 

a. May also assist in laboratory functions. 
b. Collection of specimens. 
c. Autoclaving 

i. Prepares, sterilizes, organizes, and sets up dental equipment, ensures 
that all dental instruments are cleaned, dated, and processed according 
to established clinic guidelines and standards 

ii. Monitors and maintains dental equipment, such as compressors, 
evacuator systems, radiographic developing equipment, sterilizers, and 
light curing units, in accordance with manufacturers' guidelines 

iii. clean and autoclave instruments, maintaining proper procedure and 
logs. 

5. Misc.  
a. stock and supply patient rooms. 
b. Knows location, purpose and use of all equipment and supplies. 
c. Other duties as deemed necessary 

 
III.  Internal Interaction 

A. Internal 
1. Interacts with patients and families in an appropriate manner. 
2. Interacts with the various departments within the clinic appropriately. 
3. Conducts self on telephone conversations in an appropriate manner. 

 
 IV.  Working Conditions: 

A. Environment: 
1. Works in a physically safe and clean environment. 
2. Reports unsafe conditions to supervisor. 

 
B. Physical Demands: 

1. STANDING/WALKING: Up to 90% of the workday consists of stand/walking on tile and 
cement floors while performing DA duties. 

2. SITTING: Up to 50% of the workday may be spent sitting answering the telephone, calling 
out prescriptions and referrals. 

3. LIFTING:  Lifting may include up to 25 lbs. in moving equipment or assisting disabled 
patients.  5% of the day involves lifting requiring a full range of motion. 

4. CARRYING: Up to 25% of the day may include carrying objects weighing up to 10 lbs., this 
may include carrying charts and equipment, and newborn babies for circumcisions. 
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5. PUSHING/PULLING: Up to 5% of the day may require pushing or pulling equipment, 
drawers, carts and exam table stirrups. 

6. CLIMBING:  No more than 1% of the time may include climbing one flight of stairs. 
7. BALANCING:  Up to 1% of the time may be required to use a footstool in retrieving supplies. 
8. STOOPING/KNEELING: Up to 5% of the workday are spent stooping or kneeling to open 

drawers and gathering equipment. 
9. BENDING: Up to 25% of the workday may be spent in bending at the waist picking up charts 

and assisting the clinician with procedures. 
10. CROUCHING/CRAWLING: None required. 
11. REACHING/STRETCHING: Up to 3% of the time may require reaching or stretching to 

retrieve equipment or medications on shelves.    
12. HANDLING:  Hand and wrist movement is required 50% of the workday in holding charts 

and supplies. 
13. FINGERING Up to 50% of the workday involves writing in the chart, receiving and sending 

messages and assisting the clinician in surgical procedures and tests. 
14. FEELING: Normal tactile feeling is required to perform all job duties, including taking pulses. 
15. THROWING: none required. 
16. TWISTING: Up to 5% of the day may be required in retrieving supplies or equipment. 
17. TALKING:  Average ability and fluency in English is required in communicating with patients, 

staff, and outside agencies, such as pharmacies and physicians' offices. 
18. HEARING: Average ability is required in answering the telephone and performing all job 

duties (particularly taking blood pressures and using a stethoscope). 
19. SEEING:  Average ability is required to read and follow instructions and assisting patients. 

 
  VI.  Fiscal Responsibility: 

A. General 
1. Facilitates cost containment by efficient use of time, resources, equipment, supplies, etc. 

 
 
EMPLOYEE ACKNOWLEDMENT: 
I have read my job description and understand its contents. I agree to perform the duties and responsibilities to 
the best of my ability. If at any time I have questions about its contents, I will discuss with my supervisor any 
clarification. I have received a copy of this job description and understand that it will be used to evaluate my 
performance both on an ongoing basis and at regular intervals. 
 
 
________________________________  _________________________  _____________ 
Employee Name (Print)     Signature    Date 
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