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Dental - Practice Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Regional Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run one of our dental practices day to day. You lead the front office and clinical team, run the morning huddle, and keep the schedule, collections and compliance on track. You're the first stop for patient complaints and team problems, and you report results to your regional operations manager.
2. Essential Duties and Responsibilities
1. Lead the morning huddle: the day's production goal, open time, patients with balances and unscheduled treatment.
1. Build team schedules so each dentist and hygienist has the assistant and front office support they need.
1. Track daily production and collections, and coach the front desk on filling openings and collecting at checkout.
1. Hire, train, coach and review the practice team with help from the HR Manager and your regional operations manager.
1. Keep OSHA, infection control and HIPAA records current: training logs, safety data sheets, spore test logs and emergency kit checks.
1. Order clinical and office supplies within budget, and track lab cases and equipment repairs.
1. Resolve patient complaints and billing disputes the front desk can't settle.
3. Key Tasks / Daily Activities
1. Open the practice, check staffing and cover call-outs.
1. Run the morning huddle with the dentists, hygienists, assistants and front office.
1. Check tomorrow's schedule for holes, unconfirmed patients and missing insurance checks.
1. Approve timecards and answer team questions.
1. Review the day sheet and deposit before closing.
4. Key Performance Indicators (KPIs)
1. Practice production against goal: [your target].
1. Practice collections against production: [your target].
1. New patients seen: [your target].
1. Hygiene reappointment rate: [your target].
1. Team turnover: [your target].
5. Required Qualifications and Skills
1. [3+] years in a dental office, including [1+] years leading a team.
1. Knows dental scheduling, insurance, treatment presentation and collections.
1. Skilled with [your practice management software], including schedules, day sheets and aging reports.
1. Knows OSHA and HIPAA rules for a dental office, or can learn them quickly.
1. Stays calm and fair with an upset patient or a team conflict.
6. Preferred Experience
1. AADOM Fellowship (FAADOM) from the American Association of Dental Office Management, or similar training.
1. Started at the front desk, in insurance or as a dental assistant.
1. Experience in a multi-practice dental group.
1. Current CPR or BLS certification.
7. Physical Requirements
1. Move around the practice most of the day, between the front desk, clinical areas and the office.
1. Lift boxes of supplies up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. On site at [practice name and location].
1. Practice hours [Monday through Thursday, 7 a.m. to 5 p.m.], with some early mornings, evenings or [Saturdays].
1. Dental office with time in clinical areas, where PPE and infection control rules apply.
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 practice manager 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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