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Dental - Treatment Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Practice Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll meet with patients after the dentist recommends treatment, usually in a private room. You explain the plan, the insurance estimate and payment options in plain language, set up financial arrangements, and schedule the work. You follow up with patients who haven't scheduled. You never diagnose; clinical questions go back to the dentist.
2. Essential Duties and Responsibilities
1. Present the dentist's treatment plan: the steps, the order, the time it takes and what insurance is estimated to pay.
1. Set up financial arrangements, such as payment in full, a payment plan or [your patient financing options], and get them signed before treatment.
1. Request pre-authorizations with the insurance and billing coordinator when a plan needs one, and call the patient when the answer arrives.
1. Schedule accepted treatment into the right production blocks, allowing time for lab work.
1. Follow up by phone, text and email with patients who have unscheduled treatment, on a set schedule.
1. Send questions about diagnosis or alternatives back to the dentist, and never pressure a patient to decide.
3. Key Tasks / Daily Activities
1. Join the morning huddle and note which patients may need a treatment conversation today.
1. Meet with patients after their exams, chairside or in the consult room.
1. Prepare treatment plans and estimates in [your practice management software].
1. Work the unscheduled treatment report and call patients with open plans.
1. Update the dentist and practice manager on plans presented, accepted and pending.
4. Key Performance Indicators (KPIs)
1. Treatment acceptance: [your target].
1. Accepted treatment scheduled: [your target].
1. Unscheduled treatment follow-up completed: [your target].
1. Financial arrangements signed before treatment: [your target].
1. Same-day treatment started: [your target].
5. Required Qualifications and Skills
1. [2+] years in a dental office as a front desk coordinator, dental assistant or treatment coordinator.
1. Knows how dental insurance estimates work, including deductibles, annual maximums, frequency limits and downgrades.
1. Explains costs and options clearly and kindly, without pressure.
1. Comfortable building treatment plans and estimates in [your practice management software].
6. Preferred Experience
1. Dental assisting background, so you can answer basic questions about procedures.
1. Experience with patient financing companies.
1. Has presented larger treatment plans, such as implants or full-mouth rehabilitation.
1. Can explain plans in [language].
7. Physical Requirements
1. Sit at a desk or in a consult room for most of the day, with frequent computer and phone use.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Based at [practice], in a private consult room or quiet corner of the front office.
1. Practice hours: [schedule], with some evening or Saturday appointments when patients need them.
1. Handles patient health and financial information under HIPAA.
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 treatment 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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