[image: ]
Dental - Recruiter
Company Name: [INSERT COMPANY NAME HERE]
Department: Human Resources
Reports to: HR Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll fill open roles across our dental practices, from front desk coordinators to hygienists and associate dentists. Hygienists and dentists can be hard to hire, so you build steady pipelines through schools, job boards and referrals. You run short phone interviews, set up paid working interviews, and confirm licenses before any offer.
2. Essential Duties and Responsibilities
1. Write and post job ads for each role and practice, and keep them current.
1. Build relationships with dental schools, residency programs, and hygiene and dental assisting programs.
1. Run short phone interviews, then schedule interviews with practice managers and, for dentists, the Clinical Director.
1. Set up paid working interviews where practices use them, and collect the team's feedback.
1. Confirm licenses and permits are active before an offer goes out, then hand new hires to HR and new dentists to credentialing.
1. Build a pool of part-time and fill-in hygienists and assistants to cover open shifts.
1. Track every candidate in [your applicant tracking system] and report on open roles each week.
3. Key Tasks / Daily Activities
1. Review new applicants and contact strong ones the same day.
1. Hold phone interviews and book practice interviews.
1. Update hiring managers on candidates and open roles.
1. Follow up with candidates after interviews and offers.
1. Source hygienists and dentists on [job boards and professional networks].
4. Key Performance Indicators (KPIs)
1. Time to fill by role: [your target].
1. Offer acceptance rate: [your target].
1. Early turnover of new hires: [your target].
1. Hygienist and dentist candidates in the pipeline: [your target].
1. Hiring manager satisfaction: [your target].
5. Required Qualifications and Skills
1. [2+] years of full-cycle recruiting, ideally for healthcare or multi-location hourly roles.
1. Knows the dental roles and what each license or permit allows, or can learn quickly.
1. Comfortable with [your applicant tracking system] and job boards.
1. Quick, friendly follow-up with every candidate.
6. Preferred Experience
1. Has recruited hygienists or associate dentists.
1. Experience at dental school and hygiene program career fairs.
1. Dental office background.
7. Physical Requirements
1. Work at a computer and on the phone most of the day, and drive to practices, schools and career fairs.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office in [city] [or remote], with travel to practices and schools.
1. Business hours, with some early or late calls to reach candidates who work during the day.
1. Career fairs and school visits [number] times a year.
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 recruiter 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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