
 

 
Job Posting 

Date: 03/18/2021 

Title: Dental Receptionist 

FSLA: Full Time, Non-Exempt 

Location: Cassopolis/Niles 

 
 

Cassopolis Family Clinic Network (CFCN) is seeking a Dental Receptionist to join the Cassopolis Family 

Clinic Network team. The Dental Receptionist facilitates the smooth transit of patients through the dental 

office and provides a range of critical tasks that support an efficient and effective dental program. 

 

Principle Duties and Responsibilities:  
 

 Ensures an orderly and appropriate office atmosphere.  

 Answers the telephone, schedules patients for appointments and greets patients. Notifies 

supervisor or other appropriate staff of conflicts or problems.  

 Makes sure each patient coming in for services has a dental record and creates records for 

new patients.  

 Obtains and verifies patient information during the registration process.  

 Checks with insurer to verify that patient is eligible for scheduled services.   

 Requests and collects patient co-payments.  

 Generates encounter forms and labels after all information has been updated.  

 Triages walk-ins or emergency patients according to clinic’s walk-in/emergency policy. 

 Completes the check-out process for patients at the end of visits, schedules follow-up 

appointments as needed to complete the treatment plan. Checks encounter forms at the 

completion of visits to ensure accurately and completeness.  

 Participates in the ongoing evaluation of operations to assure the delivery of high-quality 

oral health services.  

 

Performance expectations: 

 Greets patients upon arrival. 

 Makes appointments for patients according to scheduling policy; confirms 

appointments; follows up with no shows according to policy. 

 Registers patients in computer, verifying and updating name, address, phone 

numbers, employer, insurance status, etc.; corrects any registration errors. 

 Checks with insurer (via computer, telephone or POS) to verify coverage, 

coverage limitations and eligibility for the services. Checks to determine the 

patient’s co-payment responsibility. 

 Provides proper billing and statement preparation utilizing Dentrix (EDR) 

 Assists patients in completing dental history, consent and financial forms, if 

necessary 



 

 Checks out the patient; collects co-pays and outstanding balances on patient 

accounts 

 Triages walk-in or emergency patients in accordance with policy and works 

patients who meet emergency criteria into open slots in the daily schedule.  

 Reconciles daily payments and prepares deposits. 

 Performs a variety of clerical duties. 

 Manages inventory of non-clerical office supplies; orders and restocks as 

necessary. 

 Opens and distributes mail. 

 Promotes the mission and philosophy of providing quality health care and related 

services to the medically underserved.  Upholds and ensures compliance with and 

attention to all corporate policies and procedures, as well as the mission and 

values of the organization. 

 Ensures all actions, job performance, personal conduct and communications 

represent the organization in a highly professional manner at all times. 

 Maintains a commitment to the achievement of quality healthcare services by 

maintaining patient rights, safety, privacy, confidentiality and excellent customer 

service philosophy. 
 Performs other duties as requested. 

 
Knowledge, Skills and Abilities Required: 
 

Education:   

 High School Diploma or GED.  Associates degree preferred. 

 Current CPR certification 

 Previous medical or dental reception, clerical/registration or billing experience preferred 
 

Knowledge, Skills, and Technical Qualities: 

 Ability to learn and use Electronic Dental Record (Dentrix) or other computer programs 

used in the dental office. 

 Knowledge of dental terminology 

 Working knowledge of office procedures and equipment 

 Excellent organizational, customer service and interpersonal skills. 
 

Interpersonal: 

 Is a team player 

 Accepts and offers guidance and supervision as appropriate 

 Attends and participates in staff meetings. 

 Places a high value on personal and departmental performance excellence 

 Responds professionally to high-pressure situations and time limits 

 Works independently with a minimum amount of supervision 
 

Reporting Relationships:  

Reports to Dental Office Manager 

 

CFCN Employee Benefits: 

CFCN offers an attractive compensation and benefit package including paid time off, paid holidays, 



 

medical/dental/RX and vision insurance, short and long term disability, life and accidental death and 

dismemberment coverage, and a 401k retirement plan.    

 

How to Apply: 

For consideration, please send your resume to Tammy Howard, 261 M-62 North, Cassopolis, MI or email 

to: thoward@cassfamilyclinic.org.  
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