[image: image1.jpg]



Cambridge Practice Consultants

mydentalconsultant.com
Dunedin, FL • 800-595-2380

Dental Office Manager Apprenticeship Checklist
Name: 







Date Started:




 

Date Completed:   










There is no time limit for the apprenticeship checklist, but we do expect you to aggressively pursue whatever is needed to complete this apprenticeship. Once you have finished it, you will be eligible for our bonus program. Completion of our training and apprenticeship program does not guarantee employment. It only proves you have the ability to perform your duties and functions as an experienced and trained employee. There may be additional classes you will need to take outside of our dental office relating to office managerial duties. 

We hope you continue to set a good example in every way. The dentist is the only one who can sign off to the left of each task. You will meet a minimum of once a week to review your progress on this checklist until it is complete. The dentist will refer you to the appropriate policies or other references for any needed reviews or for new information relating to your job.

____1)

Communicates well with all patients.

____2)

Communicates well with the dentist and staff.

____3)

Competently runs the morning huddle meetings.

____4)

Has earned the respect of all staff as the office manager. 

____5)

Is competent at interviewing and hiring staff.

____6)
Is very competent at training staff for their individual jobs. Actually gets staff through their required written exams and apprenticeships in an adequate amount of time. 
____7)
Has provided each employee with a Training Program per the policies enclosed and maintained training folders for each employee.
____8)
Knows how to competently perform Job Duty Reviews with staff as needed. Performs these reviews at least one per month.

____9)

Knows how to take good x-rays when necessary.

____10)
Works closely with the assistants and receptionist on getting all patients to complete their treatment plans.

____11)
Effective at communicating, educating and encouraging patients to complete their individual treatment plans.

____12)
Sets a good example for other staff.

____13)
Contributes to an upbeat and harmonious dental practice through his/her actions and attitude toward patients, staff and doctors.

____14)
Keeps patients informed of our internal referral program and encourages 


patients to refer family and friends.

____15)
Adheres to the policies and procedures of our office.

____16)
Maintains good personal hygiene and appearance.

____17)
Is very competent with the scheduling software and can train anyone on it.

____18)
Refers others to appropriate company policies, as opposed to giving verbal 

opinions on procedure or policy matters.

____19)
Is very competent with the accounting software and can train anyone on it.

____20)
Knows how to develop x-ray film that the dentist can diagnose the first time.

____21)
Has proven his/her ability to get insurance companies to pay promptly.

____22)
Has a proven ability to handle upset patients no matter what the scenario.

____23)
Ensures accounts receivable is very low.  

____24)
Provides the owner with an up to date summary of the bills each month.

____25)
Aggressively stays on top of expenses and helps to maintain an excellent 

profit for the practice as evidenced by the monthly Profit & Loss 

statement.  

ATTEST

********************

I attest that ____________________________________ has successfully demonstrated competence on all of the above points and is now considered fully trained and apprenticed.

Signed 






       date 



(Dentist’s Signature)










