
FAMILY MEDICAL CENTER OF MICHIGAN, INC. 

 

JOB DESCRIPTION – DENTAL ASSISTANT 

 

NATURE OF WORK: 

 

The Dental Assistant performs those duties which assist the Dental Director, Dentists, 

and hygienists in the care and treatment of patients.  The dental assistant will also 

perform duties in the field of reception, chair side assisting, inventory and records. 

  

REPORTS TO: 

 
Works under the direct supervision of the Dental Director, Dentist or Hygienist. 

 

SUPERVISION EXERCISED: 

 

none 

 

GENERAL DESCRIPTION OF DUTIES: 

 
1. Assists the dentists and hygienists in chair side procedures routinely done in a 

general dental practice. 

2. Is responsible for preparation and setting up of instruments, materials and 

equipment necessary for each procedure. 

3. Is responsible for the sterilization of instruments. 

4. Is responsible for the cleaning and routine maintenance of equipment and work 

areas. 

5. Schedules patients. 

6. Does routine reception work 

7. Accurately records information on patient records. 

8. Helps implement the processing of encounters and bookkeeping procedures. 

9. Helps to identify related medical and/or social problems. 

10. Maintains inventory of supplies and materials as well as maintaining thorough 

and accurate documentation of inventory. 

11. Performs other duties as assigned. 

 

QUALIFICATIONS: 

 
1. X-Ray Certification preferred. 

2. An ability and willingness to learn. 

3. An ability to establish and maintain effective communication with patients and co 

workers. 

4. Ability to communicate in English. 

5. Ability to follow oral and written instructions. 



6. Ability to motivate patients. 

7. Ability to prepare and maintain charts, records, logs, and reports. 

8. Ability to establish and maintain effective and positive working relationships 

with patients and staff. 

  

 

EDUCATION: 

 

 Graduation from a recognized Dental Assistant program. 

 

EXPERIENCE: 

 

 Previous experience desired, but not required. 

 

SPECIAL REQUIREMENTS: 

 

 Maintain a current CPR certification. 

 

EVALUATION: 

 

The evaluation of work performance is ongoing and will be performed by the Dental 

Director of Family Medical Center of Michigan.  It will include the specific duties and 

responsibilities of this position plus employee attitude and general working behavior.  

Formal evaluation will normally be performed annually, but may be initiated at other 

times by the Dental Director. 

 

STATUS: 
 

This is an FLSA non-exempt position. 

This is an OSHA high-risk position. 

This is not an ADA negotiable position. 

 

 

I acknowledge I have read this job description (or had it read to me), and understand the 
job responsibilities of the above position. I further understand this job description is not 
designed to cover or contain a comprehensive listing of required activities, duties or 
responsibilities. Other activities, duties or responsibilities may change or be assigned at any 
time with or without notice. I have discussed any questions I may have about this position 
description prior to signing this form. 

 
Signature  ______________________________  Date ___________________  

 


