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Orthodontic Records & Sterilization Assistant Job Description 
 

Job Title: Orthodontic Records &  

Sterilization Assistant     Reports To: Practice Manager 

Supervised By: Practice Manager              Status: Non-Exempt 

Evaluation: Annual Review 

 

 

 

PURPOSE 

At D4C Dental Brands Inc. we offer a very competitive salary and benefits package as well as 

growth opportunities to our full-time employees. D4C benefits include: medical, dental, vision 

and optional life insurance. We also offer short and long term disability, 401K, paid time off, 

company holidays and much more! 

 

D4C Dental Brands Inc. is looking for an Orthodontic Records & Sterilization Assistant ready 

to make a difference in the lives of families. Although below is a brief description of what the 

job would entail, we want to emphasize that working for us is more than just a job. You will 

thrive here if you are someone who wants to grow professionally while serving your 

community at the same time. 

 

JOB RESPONSIBILITY 

The Orthodontic Records & Sterilization Assistant provides support to the office and the 

primary focus for this position is the New Patient. The secondary focus will be determined by 

the schedule for the day and coordinated with the Orthodontic Clinical Lead. The role will 

fluctuate between records, sterilization and fabricating stints and models as needed. Adapting 

to each individual and providing excellent chair side manner is a must. 

 

 

General Requirements Include: 

New Patient: 

 Deliver quality and compassionate care to every patient. 

 Assist the New Patient through their entire records appointment ensuring all of their 

questions and concerns have been answered. 

 Take precise and accurate records consisting of: Panoramic and Cephlometric X-rays, 

digital scans, photos, study models and be able to upload into the patients chart  and  

take Centric wax bites. 

 Ensure that the patients and parents feel welcome and comfortable by engaging in 

conversation and positively describing the particular team and Doctor at that location. 

 Ability to accurately chart and document all notes pertaining to the patient during the 

exam and treatment set forth by the Company guidelines.  
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 Ability to review the patient’s chart and medical history and identify any potential 

concerns for you and the Doctor to consider.  

 

 

Sterilization and Clinic:  

 Ensure proper cleaning and sterilization of all operatory equipment, 

instruments, chairs, and work stations based on OSHA regulations and the Company 

standards. The Orthodontic Records & Sterilization Assistant will run the sterilization 

area of the clinic to ensure all instruments are properly sterilized and are available for 

continued orthodontic treatment and complete the steri strip test monthly. 

 Compliance with state and federal OSHA laws, infection control, safety 

standards in the dental office and operatory, including but not limited to: wearing 

personal protective (PPE) barriers such as gloves, scrubs, masks and eye wear; 

disinfecting and sterilizing instruments and  treatment areas; and disposing properly of 

any contaminated or bio-hazardous waste/materials. 

 Monitor clinic and prepare trays ahead if possible. 

 Clean chair side trays and prepare for basic set up of instruments 

 Assist orthodontic assistants as requested. 

 Help maintain overall cleanliness of the office. 

 Assist the Doctor as needed. 

 

Laboratory and Administrative: 

 Learn and comply with D4C Dental Brands Inc. administrative procedures and follow 

policies listed in the employee manual to ensure consistent standards. 

 Pour up impressions as they are completed. 

 Clean and disinfect impression trays. 

 Trim study models and fabricate stints as requested. 

 Help maintain a clean work area. 

 Maintain patient confidentiality through HIPAA compliance.  Ensure any release of 

patient information is done according to the Company guidelines. 

 Attend and participate in all office meetings, continuing education events and morning 

huddles. 

 Understand how to work effectively within the office, partnering with the Orthodontic 

Team Lead, Orthodontic Clinical Coordinator, Orthodontic Treatment Coordinator, 

Orthodontic Front Desk Coordinator, Doctor(s), and other staff to maintain 

consistency and integrity within the Company.   

 

ADDITIONAL DUTIES 

Additional duties will be assigned as necessary to achieve the Company standards and goals 

as efficiently as possible.   

 

EDUCATION AND EXPERIENCE 
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 A minimum of a high school degree is or equivalent is required. 

 Bilingual preferred but not required. 

 Experience working in a professional, medical, or dental environment with direct 

customer service is desired.   

 

 Certifications: Radiology certification, certified orthodontic assistant credentials may 

be required for specific positions. 

 

SPECIFIC SKILLS 

 Strong interpersonal and relationship building 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.   

 Communication- effective written and verbal communication is a must with all staff 

and management.  

 Must be able to project a capable and professional image- one that is reflective of 

Company Values.  

 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. Computer proficiency with Windows 2000 and Office 2000 is preferred; as 

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

 

 

PHYSICAL DEMANDS 

Nature of work requires an ability to effectively communicate and exchange information with 

patients, their parents and staff.  Must be able to walk and stand for extended periods of time; 

ability to lift/carry up to 30 pounds and be able to twist, turn, bend and stoop. 

 

WORKING CONDITIONS 

Majority of work performed is in a clinical environment. Hours may change to meet the 

business needs. Travel to offices that provide orthodontic services may be required. 

 

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 
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Printed Name of Employee 

 


