GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

1. Ministry: Ministry of Health and Medical Services

2. Position Title: Dental Receptionist

5. Reports To: Senior Dental Mechanic,
Dental Mechanic, Senior Dental Officer,
Senior Dental Therapist

3. Salary Level: 18- 15

6. Direct Reports: Chief Dental Officer

4. Division: Dental

7. Primary Objective of the Position: To cater for all patients enquiring or scck for dental treatments and enquiries

8. Position Overview
9, Financial:
e Internal Stakeholders

» Chief Dental Officer

e Senior Dental Officer

e Senior Dental Mechanic
s Dental analyst

¢ Dental Mechanic

o Ticketing officer

« Account

To be referred to managers :
e Allocation of appointments for urgent or emergency
dental cases
e Issuing Passage forms for referral dental cases
¢ Public complaints

This is position description provides a comprehensive, but not exhaustt
required to perform a

Approved by:

o Date of Issue:

10. Legal:
11. External Stakeholders

s General Public
» Officeworks suppliers

To be referred to managers:

e Stationeries & other Officeworks inventory procurement

+ Handling of payments and keeping of certified clearance documents
for seafarers

ve, outline of the key activities of the role. It is an expectation that you may be
dditional duties as required.
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

13. Key Challenges 14. Selection Criteria
Be able to deal with difficult/ demanding patients in a calm PQR (Position Qualification Requirement):
manner ) '

mmﬁnmmozu_uc_.BoE,mc_.Bmaigg.a,mmf.&gma S.E.r.cxﬁm_.wm:mm
Experince: At least 6 months working experience as a dental
receptionist/hospital or Clerical Office Work.

Prerequisite: An eligible person should have at least Form 5 KNC with
good passes in 4 subjects including English and basic computer studies
and undertaken some basic Officeworks skills

16. Key Attributes (Personal Qualities):

Knowledge
e Customer and Personal Service
o Computer literate

Skills:
¢  Good and effective verbal and written communication skills

¢ Good organizational skills

« Good interpersonal skills

e [T skills

e Demonstrated time management skills

Attributes
¢ Caring and friendly attitude
e  Approachable
e Resilience
¢ Hardworking and dedicated

This is position description provides a comprelensive, but 1ot exhaustive, outline of the key activities of the role. It is an expectation that you may be
required to perforin additional duties as required.

Capprovedby: | Dateoflssue:
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