PRACTICE

here comes a time in your dental practice

when help is needed. You can’t do everything

yourself This could be your first employee or

an addition to your current staff. All the tasks required to
continue to have a caring, productive, patient-oriented
dental practice are not being completed in a timely
manner. You need help.

“Where do I look for the right person? How do I know if
I am hiring the right person? How do I evaluate an
applicant? How do I start new employees in a way that will
keep the communication oper. between the employee and

myself, insuring long-term employment?” As a consultant

to dental practices throughout the US, T am asked
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these questions daily. I believe
that, in order to find an excellent
employee, you need to be clear on
your requirements and have a spe-
cific hiring procedure.

This article will explore meth-
ods and guidelines to provide you
with the skills needed to make
great staff selections.

Before you begin

ou know you need
help. Before you
begin your search, it
is important to have a
written, detailed job
description. A written
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job description enables you to ana-
lyze the skill and experience level
you need from your new em-
ployee.

The description you write
needs to include the job title, a
general description of the position,
and a detailed outline of all specific
duties and responsibilities.

A written job description not
only helps you decide on the right
candidate, but it also spells out fo
the applicant exactly what the job
entails. The act of writing forces
you to think in specifics and have a
clear understanding of the em-
ployee you want.

Finding a
qualified employee

_ here do I find th

person who is rigl
for my practice? Se
eral sources ar
available to the ne
practitioner:
» Local Dental Organizations
The American Dental Assistant
Association and the American Der
tal Hygienists’ Association locs
components have employment de
partments.
+« Dental Sales Representa
tives: Often, when staff member.
want to make a change, they wil
ask their sales representative ti
inform them of the possibility o
any open position.
» Technical Schools: Most tech
nical schools have an employmen
service for their graduates.
+ Employment Agencies: The
prescreening time spent by a rep-
utable employment agency can
prove to be a wise investment. I
you choose to use an employment
agency, check with colleagues to
determine the ones with which
they have been successful.
« Newspapers: A winning adver-
tisement will get you the right
employee. When placing your ad,
remember that the way you pre-
sent your practice will influence
the types of applicants you at-
tract. Use your ad to attract qual-
ified applicants with long-term
goals. Be sure to include in your
ad the position title, education
requirements (if any), experience

necessary, and any special bene-
fits.

Preparing for the interview
ven though an appli-
cant comes to the in-
terview with a
résumé, the résumé
does not indicate de-
tails such as spelling, grammar,
and penmanship. Therefore, you
need to have an application for the
candidate to fill out. A good appli-
cation will enable you to evaluate
the quantity and quality of the
applicant’s experience. It keeps you
the constant and the candidate the




variable.

The application should in-
clude areas for continuing dental
education, applicants’ self-as-
sessed strengths and weaknesses,

references, honors, and profes-
sional organization applications.
Remember, it cannot include in-
quiries about marital status, chil-
dren, national origin, religion, or
age.

Proper selection and place-
ment of an applicant depends, to
a great extent, on your interview-
ing skills. Your interview should
be scheduled at a time when there
will be no interruptions, so you
can devote your full attention to
the applicant.

It is important to begin the
interview by putting the applicant
at ease, since most applicants ex-
perience some nervousness when
entering an office. Starting the in-
terview on time with a warm, cor-
dial greeting from you and your
receptionist helps the applicant to
relax and feel comfortable.

A good interviewer learns more
fromlistening than talking. Remem-
ber to do the following:

* Review the applicant’s résumé
and application before the inter-
view.

» Ask thought-provoking ques-
tions—ones that require more than
a “yes” or “no” answer.

+ Listen to the manner in which
the applicant answers your ques-
tions as well as the actual answer.
Take into consideration that an
applicant is likely to be a bit nerv-
ous.

« Agk the applicant if there are any
questions.

* Provide information about the
position you are offering: hours,
salary, benefits, etc.

+ Give the applicant a date by
which, if chosen, the applicant will
be notified.

Upon completion of your inter-
view with an applicant, record the
facts of the interview and rate the
candidate by reviewing the list of
criteria you have developed for the
position you are offering. Doing
this immediately helps your deci-
sion to be more objective.

'+ Greet patients.

Secretary/Receptlomst

‘descertwn Coordmate business and

rges, _an_d payments received daﬂy.
uent accounts.

] ts surgery and/or extenslve procedures.

Receptlomst Dutles B

. Answer telephone and take telephone messages.

. Keep receptlon room, business office, consultation
~rroom, and restroom neat and properly stocked.

. Show pat1ent-educat1on ﬁlms

o Turn on and control sound of stereo systems.

Checking references

ach applicant is ex-
pectedtofurnishbusi-
ness and/or personal
references. Although
business references
are of more value, personal refer-
ences are an important substitute
when it is not possible to obtain
sufficient information about an
individual’s work record.

Check an applicant’s references
by telephone as people hesitate to

put any negative comments in writ-
ing. Asking the right questions will
motivate an honest response:

* Was the applicant punctual and
conscientious in carrying out work
assignments?

« What was the applicant’s date of
employment?

« What was the applicant’s salary
at termination?

+ Why did the applicant leave em-
ployment?

+ What was the applicant’s work-
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related health history?

* Would you rehire the applicant?
* What were the candidate’s re-
sponsibilities in order of impor-
tance?
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+ How would you rate the candi-
date’s quality and volume of work?
* How would you describe the can-
didate’s attitude?

» How would you characterize the

relationship between the candidate
and his or her staff?

+ What other information do you
have that would help to develop a
more complete picture of the candi-
date and his or her abilities?

Getting started
with a new employee

Starting a new position often is
puzzling and frightening. Before
your new employee begins, sit
down and let this new staff mem-
ber know you are glad that he or
she is a part of your team. Review
the following with your new em-
ployee:

* The job title and working hours

» The job description—give the
new employee a copy of the written
job description for the position.

+ The training program you have
set up

* Give the new employee a tour of
your office and introduce him or
her to the other staff members.

* The employee benefits: vacation
pay and schedule, holiday pay, in-
surance, continuing education, etc.
(These should be in writing; an
Employee Policy Manual is recom-
mended.)

The procedure you follow when
starting a new employee often can
determine success or failure. If the
new employee feels accepted
immediately as a part of the team
and has everyone’s support, he or
she is more likely to grow and
succeed in the job.

Staff selection is a crucial ele-
ment to long-term practice success.
Hiring staff members carefully, and
training and treating them well will
develop a team that is loyal and
dedicated. Always remember to
treat your staff members like the
dedicated professionals they are. 4

The author, Lynn Garber, is a well-
known consultant and lecturer in the
field of dental practice management
with more than 30 years of experience
in the dental profession. Ms. Garber’s
history includes working as a dental
assistant and as a dental business
coordinator and consultant with a na-
tional dental consulting company be-
fore founding Lynn Garber Consult-
ants in 1982.





