
POSITION VACANCY

December 20, 2023

Position: Dental Scheduling Coordinator

Location: AppHealthCare Dental Center
225 Court Street
Jefferson, NC 28640
Occasional travel within the district (Alleghany, Ashe, Watauga)

Work hours: Full-time, 4-day workweek, M-Th, 7:00 am-5:30 pm
Potential to work outside normal hours for client needs, special events, or
public health emergencies.

Starting Salary: $30,000 - $34,320
Based on education and experience

Closing Date: Open until filled

Primary Purpose of Position: Our team offers preventive and restorative dental services in our
fixed dental office and portable dental clinic. The Dental Scheduling Coordinator’s primary
responsibility is to engineer, monitor, and manage the dental schedule for multiple providers and
help patients understand their treatment needs, treatment options, and payment options. The
Dental Scheduling Coordinator will also perform all general front office duties for the dental
department.

Knowledge, Skills, and Abilities:
● Provide an exceptional patient experience by ensuring that patients are scheduled

properly and in a timely fashion
● Prepare, maintain, and monitor schedules for multiple providers
● Fill canceled/rescheduled appointments assuring the schedule is full
● Understand dental procedures and dental terminology for proper scheduling and

treatment coordinating
● Schedule and confirm patient appointments
● Present and explain treatment plans
● Assist the patient with establishing a plan for scheduling and prioritizing their treatment

plan
● Coordinate daily schedule with patient treatment needs and available treatment times
● Review and discuss lab fees with patients along with payment options and policies
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● Obtain a signed financial agreement to pay and collect payment for lab fees
● Verify dental insurance information
● Understand insurance benefits to educate patients on their dental benefits effectively
● Perform preauthorizations as needed and patient follow-up
● Scan patient forms into dental software and manage document center
● Obtains necessary financial, and/or medical updates along with HIPAA forms
● Greet and check patients in and out before and after treatment
● Answer incoming calls including new patient calls, emergencies, requesting records, and

follow-up
● Work closely with clinical staff and other front office staff to ensure a smooth flow of

patient care
● Perform general front office duties and other duties as required

Job Requirements:
● Must be able to follow and apply established office policies and procedures.
● Must have strong interpersonal and relationship-building skills.
● Must be able to communicate effectively both verbally and in writing.
● Be capable of working effectively with doctors, staff members, and patients under

varying conditions.
● Must be able to embrace differences among people and interact with internal staff and

external contacts in a culturally competent and respectful manner.
● Be customer service-oriented and able to communicate pleasantly at all times.
● Be able to deal with the pressures and demands of dealing with ill and injured and their

family members.
● Must possess excellent organizational skills, strong attention to detail, be able to

multitask and perform job duties promptly.
● Must have computer skills; be proficient with Microsoft Office software. Experience

with Dentrix or similar dental software is desired.

Other: AppHealthCare is located in the scenic Blue Ridge Mountains of northwest North
Carolina and serves the counties of Alleghany, Ashe, and Watauga. AppHealthCare offers an
attractive benefits package including Local Governmental Employees’ Retirement, vacation and
sick leave, and health insurance. The Department also has continuing education options and
offers deferred compensation when applicable. AppHealthCare staff work diligently in caring
for our community. As such, the successful candidate will be one who will model and uphold
the organizational values of Integrity, Drive, Resilience, Service, and Community.

Minimum Education and Experience: Graduation from high school and demonstrated
possession of knowledge, skills, and abilities gained through at least one year of office
assistant/secretarial experience; or an equivalent combination of training and experience.

To Apply: Complete cover letter, resume, and state application

Submit required materials by email to:
careers@apphealth.com

"This institution is an equal opportunity employer and provider”
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