
 

Front Office Coordinator Job Description 
 
Job Title:    Front Office Coordinator 
Reports to:  Practice Manager and Assistant Practice Managers  
FLSA:    Non-Exempt 
Evaluation Date:  Annual Review 
 
PURPOSE  
To handle all front desk duties for the practice.  The Front Office Coordinator 
must ensure that the patient and parent or guardians are the number one 
priority, whether it be over the phone or in office.    
 
JOB RESPOSIBILITY  

 Make a positive first impression by greeting the patient with a smile, 
and accommodating his or her needs. 

 
 Checking in patients upon arrival at the office and obtaining necessary 

financial, personal, and or medical updates. Updates should accurately 
be entered in the patient’s chart.  Keep the patients and parents or 
guardians aware of any delay and set proper expectations for the 
appointment.   

 
 Make a positive lasting impression as patient and parent or guardian are 

leaving the office by genuinely thanking the family for coming.   Ask 
about today’s appointment to ensure the visit went well.  If there are 
any concerns or questions, guarantee they will be appropriately 
handled and resolved by the Front Office Coordinator and or the 
Practice Manager.  

 
 Check the patient out upon completion of the appointment, schedule the 

next appointment(s) as needed and provide him or her with any 
necessary documents, including treatment plans, receipts, school excuse 
notes, or appointment reminder cards.   

 
 Ensure that the procedure codes are accurately entered into the ledger 

and that they match the patient’s router.  
 



 

 Provide patients with a high level of customer service by answering the 
telephone promptly, communicating in a courteous manner, and 
inquiring about their needs.  New patients calling to request 
information about our offices should be given extra attention.  An 
opportunity should be taken to discuss the benefits of coming to one of 
our offices and promote our services and specialties as opposed to just 
responding and answering their questions.   

 
 When scheduling appointments, the Front Office Coordinator should 

appropriately fill in available openings throughout the day.  Schedule 
appointments with the appropriate Doctors, and with hygienists for the 
amount of time based on the Company’s scheduling guidelines.   

 
 Make outbound calls to patients to confirm appointments, as well as 

work on the call lists to schedule appointments that may be needed.   
 

 Make sure to confirm with the parents or guardians, where they heard 
about us to enter the appropriate referral information in the patient’s 
chart.  

 
 Have a good understanding of insurance benefits to effectively 

communicate to the patient.  Follow the Company policies pertaining to 
collections and financial protocols.   

 
 Maintain patient confidentiality through HIPAA compliance and 

according to the Company guidelines.   
 

 Understand how to work effectively within the office, partnering with 
the Practice Manager, Doctor(s), and other staff to maintain consistency 
and integrity within the Company.   

 
 
EXPECTED RESULTS AND MEASURES 
The Practice Manager and or Doctor(s) will evaluate the Front Office 
Coordinator’s performance on a daily basis; a formal review will be conducted 
once a year.  The employee will be held responsible for his or her performance 
pursuant to the duties outlined in this job description and in the performance 
of other duties that may be assigned over each period of evaluation.  Each 



 
Front Office Coordinator will be evaluated on his or her attitude, ethics, 
customer service, administrative duties and procedures, teamwork, and 
insurance knowledge and will be required to follow the rules and regulations 
set forth by The Company Handbook and other service publications.   
 
SPECIFICATIONS 
This section specifies all the requirements for this position.   
 
EDUCATION AND EXPERIENCE 
A minimum of a high school degree is or equivalent is required.  Experience 
working in a professional, medical, or dental environment with direct 
customer service is desired.   
 
SPECIFIC SKILLS 

 Must be able to establish and maintain positive working relationships.   
 Must be customer service oriented and able to communicate with a 

pleasant demeanor at all times.   
 Must be able to have effective written and verbal communication skills.   
 Must be able to project a capable and professional image. 
 Must possess excellent organizational skills- strong attention to detail, 

be able to multitask and perform job duties in a timely manner.  
 Must have PC skills and be able to learn and successfully use new 

programs as required.   
 Must be proficient with Windows 2000 and Office 2000 is preferred; as 

well as experience with a fax machine, copy machine, and general office 
equipment.  

 
INDEPENDENT ACTION 
While this position does have immediate supervision, the Front Office 
Coordinator must be able to exercise sound judgment and comply with the 
Company policies and protocols.   
 
 
CONTACT WITH OTHERS 
Must be able to work well with the Practice Manager, Assistant Practice 
Manager, Doctors, staff, patients, parents or legal guardians, colleagues, other 
Company representatives, and vendors.   
 



 
 
 
ADDITIONAL DUTIES 
Additional duties will be assigned as necessary to achieve the Company 
standards and goals as efficiently as possible.   
 
ACKNOWLEDGEMENT 
This job description is subject to review and or modification at any time based 
on the needs of the Company.   
 
I acknowledge that I have received a copy of the job description application to 
my assignment and have reviewed this information with my immediate 
supervisor.  
 
 
     
Signature of Employee       Date  

 
 
 
 
Printed Name of Employee 
 


