
Job Description—Interfaith Dental Clinic 
 

Title: Full-Time Patient Care Coordinator—Front Office Team 

Reports to:  Dr. Melissa Meier, Chief Program Officer 

Based at:  Interfaith Dental Clinic, Nashville, TN 

Rotations possible at: Interfaith Dental Clinic, Murfreesboro, TN 
 

Job Purpose: 

To effectively keep all records and schedules of dental providers and their patients 

as well as administrative and general office duties pertaining to patient care, so as 

to maintain and uphold the mission of Interfaith Dental Clinic 
 

Performance Requirements:  

o Must be proficient in Microsoft word and be able to use show proper 

grammar and professionalism in speech and writing 

o Minimum of 1 year of experience in reception or patient care required 

o Dental office background and/or experience preferred 
 

 Key Responsibilities and Accountabilities: 

1.  Promote hospitality and respect for all patients 

2.  Answer phones and address patient needs 

3.  Schedule and confirm patient appointments 

4.  Patient check-in and check-out 

5.  Updating and confirming patient information 

6.  Run day sheets each day and prepare deposit 

7.  Participate in bi-monthly patient intake 

8.  Communicate with volunteers and special patient program directors 

9.  Maintain an accurate ledger and record proper adjustments 

10.  Manage patient records (prepare digital charts, enter data in computer, file 

charts) 

11.  Complete opening procedures (turn on Caesy system, lights, TV’s and 

radio, place donation jar on counter, verify $100.00 in cash drawer to begin 

the day, unlock doors, listen to voicemail on ALL front desks phones and 

return calls in timely manner) 

12.  Complete all closing procedures including securing building at the end of 

the day (turn off lights and equipment, lock doors, make sure restrooms and 

waiting room clean and tidy, put up donation jar, place daily deposit and 

cash drawer keys in safe).   

13.  Recognize and indicate appropriate patient stories for fundraising events 

14.  Provide compassionate care for all patients in accordance with our mission 
 


