
Front Desk Receptionist

OWL’S RECEPTIONIST IS THE FIRST PERSON OUR PATIENTS MEET AT OUR PRACTICE AND THE FIRST VOICE THEY HEAR OVER THE PHONE. 

Responsibilities include, but are not limited to: managing patient scheduling; organizing patient charts; handling the phones;  

and streamlining paperwork flow from the front desk and clinic to treatment coordinators and our finance department. In this 

position, you will report to Owl’s practice manager.

EDUCATION / EXPERIENCE

○ A minimum of two years dental or orthodontic experience.

○ Familiarity with dental and Windows-based software programs.

SKILLS / ABILITIES

○ Good interpersonal skills to establish and maintain a positive rapport with patients, parents, doctors, staff, and members of the community.

○ An upbeat, pleasant disposition and a passion for working with people.

○ Ability to communicate comfortably and clearly with patients, parents, doctors, and staff, whether in person or over the phone.

○ Effective at multitasking and managing multiple priorities.

○ Strong organizational skills and attention to detail. 

RESPONSIBILITIES

Patient Communication

○ Greet patients in a warm and friendly manner.

○ Create positive first impressions and maintain positive relationships with patients, parents, referring doctors, and the local community. 

○ Ask for referrals and provide information about our website and social media channels.

○ Schedule appointments in accordance with the office scheduling policies and established parameters.

○ Read patient charts thoroughly to determine necessity and reason for the appointment.

○ Monitor schedules throughout the day.

○ Provide patients with school and appointment slips as necessary.

○ Follow up on all missed, late, or no-show appointments and fill canceled appointment slots.

○ When working with the doctor, give a list of future MPW check appointments.

○ Notify doctors and assistants of changes in the schedule as they occur throughout the day.  

○ Gather information and print a bracket tray for each emergency (SOS) patient put on the schedule.

○ Update and review patient information as received to ensure accuracy in patient records.

○ Print the list of Patients Without Appointments for braces and Invisalign.

Telephone Management 

○ Answer phones no later than three rings. 

○ Screen calls, make appointments, answer inquiries, and take messages when needed.

○ Use a warm friendly voice, identifying the office first, then yourself. (“Good morning/afternoon, Owl Orthodontics, this is (name),

how may I help you today?”)

○ Accurately complete or review chart documentation on calls and schedule accordingly.

○ Follow up on any messages received through Lighthouse (our patient portal) or the answering machine first thing each morning 

and immediately following lunch.



○ Make phone calls for late and no-show patient appointments.

○ Use proper professional terminology and scripting when dealing with patients to achieve a clear shared understanding.

Front Desk Flow

○ Ask appropriate questions and get a cell phone number to call patients in the car when assistants are ready (per current wellness policies). 

○ Check Lighthouse and voicemail messages throughout the day for messages, cancellations, or schedule changes.

○ Verify that all Invisalign trays and retainers are at the office for deliveries each day.

○ Check patients in and out through the Orthotrac system.

○ Monitor money due list from the finance department to identify patients owing initial or delinquent payments.

○ Monitor list of SOS emergency patients, and if unable to schedule, add to the call list to be notified as soon as a spot becomes available.

○ Keep Invisalign, retainers, and bracket trays organized for the clinic.

○ Wipe down surfaces, knobs, dispensers, sinks, etc. in accordance with office protocols for PPE protection in the morning,

at lunch, and at the end of day.

○ Send files or paperwork to be scanned or shredded to the finance department. 

○ Perform other tasks as assigned by the doctors or as requested by treatment coordinators or clinic staff.

Other Duties

○ Distribute patient incentives and prizes.

○ Make sure all patient paperwork is available, brochures are filled, certificates are up to date, and gift bins are stocked. 

○ Order business supplies.

○ Purchase office supplies at BJ’s wholesale.

○ Make goodie bags to celebrate braces removals. 

○ Call Invisalign to start patients for Traci.

○ Retrieve mail from offices, mailboxes, and the post office box to return to the main office and finance department. 

I acknowledge that I have read and understand this job description and that I am qualified, capable, and prepared to fulfill  

the duties as assigned.

         

Print Name                                                                                                                              

Signature (print and sign this form or add a digital signature)

Date   

      

Please email this completed form to maryw@owlortho.com. 

mailto:maryw%40owlortho.com?subject=Clinical%20Assistant%20



