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Role Responsibilities Results Requirements

Orthodontic Assistant
(Entry Level, Will Train)

Help patients feel comfortable and keep clinical care moving.

Team Reports to Inside
Clinical Clinical Coordinator 4R, interview guide, 90-day plan, job post



Orthodontic Assistant (Entry Level, Will Train)

R1 and R2 m

R1 Therole

As an entry-level Orthodontic Assistant at [Practice Name], you help patients feel comfortable

and support safe, organized orthodontic visits while learning clinical skills on the job. You are
part of the Clinical team, report to the Clinical Coordinator, and work closely with the
orthodontist, experienced assistants, and front-office team. This seat exists to keep treatment
areas ready, support the doctor during care, and help patients understand their next steps. You
perform clinical tasks only after training and competency approval, within your authorized

scope and under the required supervision.

R2 Responsibilities

Patient Experience

» Welcome patients and guardians to the clinical
area, confirm patient identity, and help them
settle in for consults, adjustments, and other
orthodontic visits.

» Ask about discomfort, broken brackets, aligner
concerns, or changes in health information and
relay concerns to the orthodontist
before treatment.

» Reinforce doctor-approved instructions for

brushing around braces, wearing elastics, caring

for aligners, and maintaining retainers after
receiving training.

» Check patient understanding of home-care
instructions and refer treatment questions or
unresolved concerns to the orthodontist.

Clinical Support

« Prepare procedure-specific trays and materials

for bonds, adjustments, debonds, and retainer
visits using the practice's checklists.

Assist the orthodontist with suction, instrument
transfer, and other approved chairside tasks
after training and competency approval.

Collect assignhed orthodontic records, such as
photographs or digital scans, only after training
and authorization for the task.

Support aligner and retainer delivery by
organizing prescribed appliances and
reviewing doctor-approved wear and care
instructions after training.



Safety and Readiness Records and Flow

» Follow hand hygiene, protective equipment, and « Review the day's consults, bonds, adjustments,

infection-control procedures during every
orthodontic visit.

Clean and disinfect treatment areas between
patients according to the practice's
approved procedures.

Process orthodontic instruments through
cleaning, packaging, and sterilization after
training, and complete required logs under the
Clinical Coordinator's oversight.

Restock brackets, wires, aligner supplies, and
other clinical materials, and report shortages,

damaged instruments, or equipment concerns to

the Clinical Coordinator.

debonds, and retainer visits with the Clinical
Coordinator to identify setup needs and
timing concerns.

Document assigned visit details and doctor-
directed instructions accurately in the patient
chart for review according to practice protocol.

Communicate the doctor-directed next visit
type and timing to the scheduling team before
the patient leaves.

Alert the Clinical Coordinator when a consult
may become a same-day start so the team
can confirm clinical readiness without

rushing safety steps.



Orthodontic Assistant (Entry Level, Will Train) R3 and R4 m

R3 Results at 90 days

Patients Understand  patients and guardians leave with a clear understanding of the doctor-
Their Next Steps approved home-care instructions and next visit needs.

Measure: The Clinical Coordinator observes [number] patient handoffs per week and
checks that [goal] % include an understanding check and accurate next steps.

Treatment Areas Assigned chairs and procedure trays are prepared for scheduled orthodontic
Stay Ready visits without avoidable missing supplies.

Measure: The Clinical Coordinator checks [number] setups per week against procedure
checklists, with [goal] % complete before the patient is seated.

Safety Procedures Infection-control steps, instrument processing, and safety documentation
Are Followed follow approved protocols, with concerns reported promptly.
Measure: The Clinical Coordinator reviews [number] observed turnovers and

instrument-processing logs per week against every required checklist step and
documents corrective coaching.

Clinical Handoffs Assigned chart entries and scheduling handoffs accurately reflect the
Are Accurate orthodontist's instructions for each visit.

Measure: The doctor or Clinical Coordinator audits [number] charts and handoffs per
week, with [goal] % complete and accurate by the practice's documentation deadline.

Approved Skills You demonstrate assigned entry-level skills reliably and ask for help before
Build Steadily attempting unfamiliar or unauthorized tasks.
Measure: The Clinical Coordinator reviews the training checklist weekly and verifies

[number] demonstrated competencies by each 30-day review, with authorization
documented before task assignment.



R4 Requirements

Essential skills Qualifications Attributes

» Patient communication. Listen « No prior orthodontic or « Teachable and curious, with

carefully, explain approved
instructions in plain language, and
help nervous patients feel heard.

Attention to detail. Follow step-by-
step checklists, confirm patient
information, and notice missing
supplies or incomplete records.

Organization. Keep treatment
materials orderly and communicate
changing priorities without skipping
safety steps.

Computer basics. Enter information
accurately and learn the practice's
charting and orthodontic

records software.

dental assisting experience
required, training

is provided.

Any license, certification or
registration your state
requires for this role

Willingness to complete the
practice's safety training
and demonstrate
competency before
performing assigned
clinical tasks.

Ability to perform essential
chairside and instrument-
processing duties, with or
without

reasonable accommodation.

a willingness to ask
questions and
use feedback.

Calm and considerate with
patients, guardians,

and teammates.
Dependable and honest
about mistakes, limits, and
when help is needed.



Orthodontic Assistant (Entry Level, Will Train)

Interview guide m

Interview guide

Six questions tied to the 4R. Ask for a real example every time, then check the

answer against R3.

01 Learning New Skills

Tell us about a time you learned an unfamiliar
hands-on task at work, school, or while
volunteering. How did you practice, use feedback,
and know you were ready to do it?

Listen for: A strong answer shows step-by-step
learning, willingness to accept coaching, and respect for
having someone check readiness.

03 Following Safety Steps

Tell us about a time you had to follow a detailed
procedure even when you were busy. How did you
make sure you did not miss a step?

Listen for: A strong answer shows consistent use of
instructions or checklists and a willingness to pause
rather than take shortcuts.

05 Teamwork Under Pressure

Tell us about a time several people needed your help
at once. How did you decide what to do first and
keep others informed?

Listen for: A strong answer shows clear communication,
sensible prioritization, and asking a lead for direction
when priorities conflict.

02 Helping Someone Nervous

Describe a time you helped someone who was
nervous or uncomfortable. What did you say or do,
and how did they respond?

Listen for: A strong answer shows empathy, patient
listening, and support without dismissing feelings
or making promises.

04 Owning a Mistake

Describe a mistake you made at work, school, orin a
team activity. When did you tell someone, what did
you do next, and what changed afterward?

Listen for: A strong answer shows prompt disclosure,
personal responsibility, and a practical change that
helped prevent a repeat.

06 Knowing Your Limits

Describe a time you were asked to do something
you did not yet know how to do. How did you
respond, and what happened?

Listen for: A strong answer shows honesty about limits,
a request for guidance, and no guessing when an error
could affect someone else.



Orthodontic Assistant (Entry Level, Will Train)

90-day plan m

90-day training plan

Hand this to your new hire on day one. Training starts on the hire date and runs through a 90-
day review against R3.

Days 1 to 30

Build Safe
Clinical Foundations

Days 31 to 60

Practice Supervised
Patient Support

Days 61 to 90

Build Consistency
Within Approved Duties

» Work with the Clinical
Coordinator or designated
lead assistant to practice
approved chairside support
and assigned records tasks

e Train with the Clinical
Coordinator on patient
privacy, patient
identification, infection
control, protective

e Support an assigned
sequence of orthodontic
visits using only signed-off
skills, with the Clinical
Coordinator providing

equipment, and how to
report safety concerns.

Shadow the Clinical
Coordinator or a designated
lead assistant during
consults, records, bonds,
adjustments, debonds, and
retainer visits to learn the
sequence and each team
member's role.

Practice room setup,
turnover, supply
organization, and
instrument processing
under direct observation,
then review the initial skills
checklist with the Clinical
Coordinator before taking
on approved tasks.

within your
authorized scope.

» Rehearse braces, aligner,
and retainer care
explanations with the
Clinical Coordinator, then
deliver approved
instructions to patients
under observation.

» Practice chart entries and
scheduling handoffs with
the Clinical Coordinator
reviewing accuracy, and
use weekly feedback to
repeat skills that need
more practice.

oversight and required
clinical
supervision maintained.

Coordinate setups and
next-visit handoffs with the
front-office team while the
Clinical Coordinator
coaches you on delays,
changing visit needs, and
same-day-start readiness.

Complete a 90-day review
with the Clinical
Coordinator covering
observed competencies,
safety habits, patient
communication, and the
next training goals, without
treating the date as
automatic

clinical authorization.

90-day review date: [date] Trainer: [name]

Team member signature Date

Manager signature Date



Orthodontic Assistant (Entry Level, Will Train) Job post

Job post, ready to publish

Fill in the brackets and post it on Indeed, your website and your social pages.

[Practice Name] is hiring an Orthodontic
Assistant, Entry Level, Will Train

You do not need to know a bracket from a buccal tube on day one, we will help you learn. At [Practice Name],
you will join our Clinical team, report to the Clinical Coordinator, and help make orthodontic visits feel more
comfortable and organized.

You like helping people, including the patient who is a little nervous about getting braces.
You ask questions, take notes, and are willing to practice a new skill more than once.

You notice details and follow safety steps even when the day gets busy.

You enjoy a little laughter while keeping patient care professional.

You show up for your teammates and speak up when you need help.

Learn to prepare treatment areas and trays for bonds, adjustments, debonds, and retainer visits.
Support the orthodontist with approved chairside tasks after training, competency sign-off, and
authorization, with required supervision.

Help patients understand doctor-approved braces, aligner, and retainer care instructions.

Keep instruments, supplies, records, and clinical handoffs organized using the practice's safety
and documentation procedures.

Pay: [pay range].

Benefits: [benefits].

Schedule and location: [schedule] at [location].

Structured training with the Clinical Coordinator, including a 90-day learning plan and regular feedback.

Apply through [how to apply] with your resume and a short introduction telling us why you would enjoy
helping orthodontic patients.




