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Dental - Front Desk Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Practice Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run the front desk at one of our dental practices. You check patients in and out, verify insurance before visits, collect payments, and keep the schedule full: production blocks for larger treatment, new-patient slots and hygiene recall. You're the first and last person patients see, and you protect their privacy under HIPAA.
2. Essential Duties and Responsibilities
1. Check patients in and out, and update contact details, health history forms and HIPAA acknowledgments.
1. Verify insurance eligibility before each visit, and send new or changed plans to the insurance and billing coordinator for a full breakdown.
1. Book appointments into the right schedule blocks: production time for larger treatment, new patients, emergencies and hygiene.
1. Collect each patient's estimated portion at checkout, post payments, and explain balances.
1. Reappoint hygiene patients who leave without a next visit, and work the recall list to fill openings.
1. Confirm appointments, fill cancellations from the short-notice list, and follow up on missed appointments.
1. Balance the day: match payments to the day sheet and prepare the deposit.
3. Key Tasks / Daily Activities
1. Prepare the morning huddle report: today's open time, patients with balances and unscheduled treatment.
1. Greet each patient by name and keep the reception area moving.
1. Answer calls the call center routes to the practice, and return patient messages.
1. Check tomorrow's schedule for unverified insurance, unconfirmed patients and open time.
1. Close out the day in [your practice management software].
4. Key Performance Indicators (KPIs)
1. Insurance verified before the visit: [your target].
1. Patient portion collected at checkout: [your target].
1. Same-day openings refilled: [your target].
1. Day sheet balanced without errors: [your target].
1. Next-day schedule confirmed: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent and [1+] years of front desk or customer service work, ideally in a healthcare office.
1. Comfortable talking on the phone while entering data accurately.
1. Able to explain a bill or insurance estimate clearly and kindly.
1. Follows HIPAA every time: checks identity before sharing details and keeps screens and charts out of view.
6. Preferred Experience
1. Dental front office experience with [your practice management software].
1. Knows dental insurance terms such as deductible, annual maximum, frequency limits and waiting periods.
1. Familiar with CDT procedure codes.
1. Speaks [language] with patients who prefer it.
7. Physical Requirements
1. Sit at the front desk for long periods, with frequent phone and computer use.
1. Stand and walk to greet patients and bring them back to the clinical area.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Front desk of a dental office, handling phone calls and in-person patients at the same time.
1. Practice hours: [Monday through Thursday, 7 a.m. to 5 p.m.], with [some evenings or Saturdays].
1. Based at [practice], with some coverage at nearby practices [when needed].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new front desk coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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