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D EN TA L OFFI CE S U PERV I SOR

D EFIN I TI ON 

U nder  gener al direction, plans , organizes  and super vises  the activities  in the dental of fice,
including clerical and technical staff .  Perf orms mor e dif ficult and complex ass ignments  to
ass ur e that w or kflow  and delivery of  s er vices  ar e accomplished within the es tablished
s chedule; s er ves  as a member  of  the depar tment’s  s upervisory/management team; may
provide dir ect dental ass istance; perf or ms related duties as  required.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to super vis e and coor dinate the w or k of
off ice s taf f engaged in pr oviding dental as sis ting and clerical s uppor t in the dental support
s er vices .  This  position is dis tinguis hed f rom the Lead Dental As s is tant pos ition in that the
latter  is involved in providing dir ect dental as sis ting services to clients  in s uppor t of the
dental clinic, and perf or ming lead duties .

EXA MPLES  OF D UTI ES 

D epending on as s ignment duties  may include, but ar e not limited to, the f ollow ing:

1. S uper vis es  the off ice s taf f; as signs  and monitor s w or k on a daily basis ; adjus ts 
ass ignments  to r es pond to workf low and demand for s er vices .

2. Plans and organizes office operations by reviewing procedures, practices and work
methods to increase effectiveness and efficiency of operations; coordinates the flow
of work performed to assure that workload is properly distributed to meet required
deadlines.

3. Participates in the employee selection process; establishes measurable performance
standards; evaluates the work of subordinate employees against standards; provides
feedback to employees on their performance; provides coaching and training as
appropriate.
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4. Supervises and coordinates requests for purchasing and supplies needed in the dental
clinic and business office; reviews the dental services unit’s budget with the dentist
manager on a periodic basis; assures all equipment  is operational and maintained
according to standards; implements all safety and compliance requirements
established by the state; initiates and/or reviews requests for purchases of new
inventory and equipment; facilitates the acquisition and receipt of equipment needed
in the office.

5. Supervises the reconciliation, balancing and integrity of the cash drawer; supervises
and provides for implementation of the clinic’s established quality assurance program
for dental treatment records; supervises the investigation and timely resolution of
dental insurance claims and patient’s account discrepancies to include the review of
insurance claims submitted through the Child Health and Disability Prevention
(CHDP) Program for Solano County; assures the accuracy and timely dissemination
of insurance and claims information to patients.

6. Plans, organizes, supervises and provides for the appropriate level of dental assistant
services in the Primary Care Dental Clinic; supervises the work of personnel engages
in providing direct dental services to the target population and program support staff;
reviews work and provides technical assistance in complex and/or difficult situations;
interprets and explains program policies and regulations to staff and the general
public as appropriate; coordinates with various county departments in determination
of dental policy and procedures.

7. Takes, develops and mounts dental x-rays; mixes and maintains supplies of
developing and sterilizing solutions.

8. Presents information on dental health, dental clinic operations and other topics to the
general public, public agencies, and other staff; prepares patients for treatment and
examination; answers routine questions related to impending procedures or
preventive dentistry techniques; develops and maintains liaison with community
resources and other health care agencies.

9. Assists a Dentist or Dental Hygienist in such chair-side functions as applications of
topical agents, removal of dental dressings and sutures, placement and removal of
orthodontic separators; assists in administration of sedation.

10. Interfaces/interacts with health and welfare service personnel and other County
administrative personnel regarding routine matters that relate to the dental clinic
operations.
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QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

Completion of  a recognized cour se on dental as sistance; supplemented by thr ee (3)  year s of 
f ull- time w or k exper ience as  a dental as s is tant, including eighteen (18) months exper ience
in a lead capacity that demons trates  pos s es sion of  and competency in the requisite
knowledge and abilities .

K NO WLEDG E/A BI LI TIES

Consider able knowledge of  dental as s is ting and dental terminology; char ting techniques ,
s ymbology, tr eatment planning, and s chedule s equencing; clinic operational procedur es ;
principles  and methods of  ster ilization of dental equipment, instr uments, and supplies ; us es
of common dental ins truments , equipment and material; dental hygiene and pr ophylaxis;
dental x–r ay techniques ; mis sion and goals of  public health f unction to w hich as s igned;
preventive dental car e techniques ; s tandard of fice methods , practices and pr ocedures; of fice
equipment operation; public contact techniques ; recor d maintenance s ys tems; rules  and
r egulations  ass ociated with the oper ation of a public agency dental clinic.

K nowledge of dental clinic oper ations pr ocedur es  and pr actices; dental billing pr ocedures
and pr actices ; dental pur chasing and inventor y control procedur es ; bas ic concepts  and
progr ams  us ed in off ice automation; dental ins ur ance pr ocedur es , f or ms , and codes ;
s ys tems for  establis hing dental off ice r ecords  and files .

A bility to inter view  clients  to obtain dental health his tories, and needs  f or ser vices  and
attitudes tow ar d dental tr eatment; communicate both orally and in wr iting w ith people of 
diver s e socio-economic backgrounds and temper aments ; es tablis h and maintain
cooper ative r elations hips ; demons tr ate tact and diplomacy; develop and collect data to
establis h/identify needs and evaluate pr ogr am ef fectivenes s; refer  clients to pr ovider s of 
health and social ser vices ; deal fir mly and f air ly with diver se cultur es and s ocio- economic
groups ; maintain conf identiality of  infor mation in clinical envir onment; and w rite letters 
and basic r epor ts; plan, organize and super vis e activities  in dental of fice; s ecure
cooper ation and teamw or k among staf f ; or ganize and pr ior itize w or k ass ignments ;
deter mine and evaluate levels of achievement and perf or mance.

S PECI A L REQUI REMEN TS 

I ncumbents  in the class  ar e required to take x-r ays  and must be certif ied, prior  to
appointment by the S tate of Calif or nia Boar d of Dental Examiner s, Depar tment of
Consumer  A f fair s  to operate or al x- r ay equipment.
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Position may require CPR Certification.

Positions may require Registered Dental Assistant (RDA) certificate from the Board of
Dental Examiners, State of California.

S UPPLEMENTA L IN FOR MA TION

I ncumbents  must be able to w or k in an envir onment, which may risk expos ur e to
communicable dis eases , chemical odor s and bodily f luids . I ncumbents may be expos ed to
and r equir ed to work with chemicals .

P os itions allocated to this class  may require bilingual skills.

S electees, as  a condition of  employment, must sign a statement agr eeing to comply w ith
s ection 11166 of  the Calif or nia P enal Code relating to child abus e r eporting.

P os itions allocated to this class  may require bilingual skills.

ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert light physical effort in sedentary to
light work, but which may involve some lifting, carrying, pushing and/or pulling of
objects and materials of light weight (5-10 pounds).  Tasks may involve extended periods
of time at a keyboard or workstation.

S en sory Req uirem en ts : S ome tas ks require visual, s ound, depth, and odor  per ception and
dis cr imination. Some tasks require oral communications ability.

Environm en t al Fact ors : Tasks may risk exposure to strong odors, toxic/poisonous
agents, disease/pathogens, and electric currents.

                                                         
H uman Resources  Director

                                                         
D ate

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act, Solano County w ill provide r easonable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


