Job Title:	Dental Assistant
Department:	Oranga Niho – Hauora Heretaunga
[bookmark: _GoBack]Responsible to:	Kaiārahi Oranga Niho / Team Leader Dental
Purpose Statement:	To assist the Dentists and Dental Therapists in delivering appropriate and accessible oral health services that meet the needs of whānau and improves whānau well-being
Mission:	Mauri Ora ki te Mana Maori
	Realising Whānau Potential
Values:		Kotahitanga:  We are kaupapa driven and work with each other and others to enhance Whānau potential
Whānaungatanga:  We are customer/whānau driven and actively foster and form positive relationships, partnerships, alliances and connections
Kaitiakitanga:  We exhibit custodianship and are stewards of our resources to advance the kaupapa
Whakamana:  We are outcome focused and recognise, respect and uphold mana.

Relationships:	External
Schools, Dental Services, HBDHB Health Care Services, PHO, Other GP Services, HB Secondary Schools, Patients and Whanau.

Internal
Clinical Supervision, Social Services, Oranga Hinengaro, Hauora Heretaunga, Management, Other TToH Services 

VCA Role:	Core Children’s Worker
Structure:	Refer to Structure Chart


KEY ACCOUNTABILITIES
Kaupapa Te Taiwhenua o Heretaunga
· Contribute to the delivery of effective, integrated, whānau-focused services as part of a team and individually
· Work with manager and colleagues in a respectful and professional manner at all times maintaining focus on the kaupapa, and doing what it takes to advance the kaupapa.
· Develop knowledge of the wider support network that TToH offers whānau, and promote whānau access to that support
· Understand and promote all aspects of the TToH Kaupapa
· Adhere to and apply TToH values in all aspects of TToH’s work 
· Participate in TToH kaupapa activities, including karakia, waiata and marae noho
· Take opportunities for cultural development to advance understanding, competence and contribution to the kaupapa
· Participate in TToH systems including the Management Operating System and Tu Kahikatoa performance system, to maintain focus and achievement of performance deliverables
· Adhere to organisational and professional quality standards and work within team to promote continuous improvement of policies, procedures and practices
· Participate in regular peer supervision and/or professional supervision
· Work in a reflective manner and take opportunities for self-development
Whānau Ora Practice
· Develop understanding of the communities that TToH works with
· Be responsive to whanau needs and apply a holistic approach to aligning those needs, priorities and aspirations with the care and support they are offered  
· Apply Te Ao Māori world view, tikanga and TToH values, to establishing trust, building rapport, and working with whānau
· Set high expectations of success in outcomes for whānau. Empower, motivate, and build whānau capability and connectedness; support whānau toward achieving independence
· Build and maintain knowledge and understanding of TToH values and internal/external channels of care and support available for whānau
· Work collaboratively with other TToH staff to enable the provision of flexible and integrated care and support for whānau
· Build long-term relationships between TToH and whānau through contract activities, values-based support and cultural connection



Health and Safety
· Work safely and keep others safe at work, maintaining familiarity with health and safety policy and procedures.
· Promote and participate in health and safety, maintaining a safe workplace, and ensuring that any safety equipment is used correctly at all times.
· Comply with established health and safety policies with regard to handling of instruments, infection control, storage of drugs and disposal of sharps and other potentially dangerous equipment and substances.
· Comply with current NZ legislation
Team
· Be a resource to the Team. Work collaboratively; contribute and share knowledge, skills, abilities to achieve organisation and whānau goals
· Initiate and nurture effective working relationships with team members, experts and networks
· Manage workload in accordance with all relevant standards and contract requirements, meeting assigned milestones and targets
· Carry out assigned duties as directed by Team Leader, remaining flexible and able to carry out different tasks or work in different teams as required
· Prioritise attendance at Team meetings to ensure consistent messaging and understanding, and delivery of care and support to whānau or colleagues
· Provide support and training to others as part of in-service training in areas of expertise
Quality and Development
· Participate with the team in continuous quality improvement processes.
· Participate in internal and external audit processes as required.
· Contribute to all service/contracted objective, targets, and outcomes.
· Contribute to the compliance of internal and external quality, legislative, and accreditation requirements 
· Ensure continuous quality improvement of oral health treatment services

Chair Side Assistance
· Deliver quality assistance to Dentists and Dental Therapists
· Clean and sterilise all equipment according to established policy and procedures, NZDA Cross Infection Guidelines and NZ Infection Control Standards
· Set up required equipment and instruments for each client
· Mix materials for treatments
· Develop radiographs 
· Keep dental rooms and waka clean and presentable for patients

Oral Health Promotion
· Promote appropriate Oral Health messages
· Provide education and advice to patients in gaining and maintain oral health
· Maintain resources to assist with educating patients on oral health
· Work with other staff who work with children or deliver health education services to ensure that messages are consistent and opportunities maximised for improving oral health

Practice Supplies and Maintenance
· Regularly assess stock and maintain adequate levels of materials and equipment for dental surgery and mobile dental unit
· Maintain minimum level of drug supplies for the practice
· Identify equipment or dental facility maintenance or repairs required and escalate to Team Leader.

Administration Duties
· Handle any incoming telephone calls professionally, take down information accurately and forward to the appropriate person
· Complete all patient consultations accurately in clinical patient notes and Titanium Dental Patient Management System within 24 hours of seeing the patient
· Ensure all information entered into Titanium Dental Patient Management System is accurate, appropriate and in accordance with agreed protocols
· Set up all screening and recall programmes for new and existing patients
· Complete and send all dental recall correspondence
· Complete and send all Fail to Attend correspondence
· Complete all dental filing
· Carry out other administrative duties that assist with the smooth running, efficiency, effectiveness and viability of the service, including helping with bookings and patient contact.

Administration and data management 
· Open up new clients on multiple information systems as required.
· Enter client notes into assigned information systems, keeping notes appropriate, accurate, comprehensive, relevant and timely, and meeting internal and external audit standards.
· Update whānau demographics and contact details as information comes to hand. 
· Use TToH systems for managing time, keeping appointments transparent. 
· Maintain confidentiality of whānau and organisational information at all times.
· Record and provide data and/or reports relating to your role as and when required by management.
· Report daily work and appointments at the end of each day. 


Sector Knowledge
· Maintain knowledge, understanding and current developments of relevant sector to inform service delivery.
· Identify and understand the local trends and barriers for whānau through engagement and feedback.
· Understand and adhere to the Vulnerable Children’s Act.
Other Duties
· Hours of work are set in the Employment Agreement. However there may be times when you are required to undertake other duties outside of these hours as requested. This may involve attendance at meetings, staff meetings or training sessions.
· The Dental Assistant will be asked to perform other tasks in order to maintain the smooth and effective service of the organisation.  In particular the Dental Assistant may be reassigned to other duties when clinician availability means that their normal duties are not available.
· The key accountabilities of the role may change from time to time so that TToH is able to adapt to changes in the business environment.



Person Specifications:

QUALIFICATIONS 
Essential: 
· Full Drivers Licence
Desirable:
Other tertiary qualifications in health
· NZDA Dental Assistant qualification or similar

Professional Development
· To participate with Management in performance appraisal to identify areas for professional development.

SKILLS AND EXPERIENCE
Essential: 
· Demonstrated organisational skills with a systematic and methodological approach
· Demonstrated ability to work under fluctuating levels of pressure
· Able to develop relationships and communicate complex and involved information to a wide variety of clients and stakeholders
· Able to produce accurate written documentation for patient notes, telephone messages, memos etc.
· Knowledge of health and social issues and barriers affecting Maori health and well-being
· Problem solving ability
· Facilitation and networking skills
Desirable: 
· Established relationships with relevant service networks
· Service sector relevant skills 
· Understanding of Tikanga and Te Reo Maori 

PERSONAL ATTRIBUTES
Essential:
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Role Description



· Self motivated
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· Friendly and warm
· Integrity 
· Committed
· Ability to carry out the physical aspects of the role
· Flexible
· Positive can do attitude
· Empathetic
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