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USA DENTAC Fort Huachuca

Duties and Responsibilities


Duty Position Master List

I. Key Clinical Duty Positions


A.  Clinic OIC


B.  Clinic NCOIC 

C.  Team Leaders


D.  Team NCO


E.  Patient Care Coordinator


F.  Front Desk Receptionist

G.  Medical Supply Specialist

II.  Headquarters Support Team Duty Positions

A.  DENTAC Commander


B.  Executive Officer

C.  First Sergeant/Senior Dental NCO


D.  Administrative Specialist


E.  Information Systems Operator


F.  Secretary


G.  Computer Assistant


H.  Management Support Assistant

Notes:

1.  These are the generic, “boilerplate” duties that usually accompany the specified duty position.  Refer to the employees’ support, counseling or other appropriate form for a more specific individual duty description.

2.  Individual staff members may perform multiple duty positions.  

3.  These key duties and responsibilities do not include the by-name, DENTAC additional duties.  Those duties and current responsible individual are found in the DENTAC duty appointment binder.

I. Key Clinical Duty Positions

A.  Clinic OIC

· Ensure dental readiness

· Promote community health

· Verify compliance with clinical operation policies from all higher authorities

· Create and ensure compliance with cross-team clinical standard operating procedures 

B.  Clinic NCOIC

· Manage clinic staffing

Coordinate requests for leave and absence

Cross-level staff among teams

· Manage accountable property

· Communicate issues between HQ and clinic

· Monitor facility logistic issues

· Monitor/facilitate/execute clinic continuous improvement projects 

· Counsel/mentor Team NCOs

· Manage staff PPE

· Monitor inprocessing orientation briefing (Whitside Hall)

· Prepare clinic-level reports and surveys

· Monitor clinic-level suspenses

· Attend meetings with external customers

· Conduct VIP clinic visits

· Ensure continual clinic compliance with all pertinent regulations, policy, etc. 

· Facilitate clinic social activities

· Ensure physical security of clinic and all accountable property

· Represent the First Sergeant, as required


C.  Team Leaders

· Ensure cost effective use of all team resources to provide patient care for impaneled soldiers 

· Supervise, counsel, mentor and motivate team ancillary personnel (“manager once removed” function)

· Provide direct patient care services 


D.  Team NCO

Practice manager

· Supervise, counsel, mentor and motivate team ancillary personnel

· Ensure compliance with all clinical operation policies/procedures

· Monitor team work environment

· Manage team safety program

· Promote infection control standards

· Monitor/facilitate/execute team continuous improvement projects

· Communicate issues between team and clinic leadership

· Provide patient care (Prophy Techs or X-2s)

Specialty and Clinical Support Team NCO only:  manage cross-team support functions (x-ray, sterilization, laboratory, general use/bulk expendable supplies)

Team administration

· Manage daily staffing

Prepare morning report

Forecast scheduled staff absences

Manage unplanned staffing shortage

· Forecast team budget expenses

· Monitor team IMPAC expenses

· Manage accountable property

· Submit work orders

· Prepare reports

· Manage team MARKS

· Represent clinic NCOIC, as required

Team training

· Orient new team personnel

· Conduct required team-level training

· Provide new equipment/procedures transition training

· Manage staff job/skill development

· Train team personnel in automated systems


E.  Patient Care Coordinator

· Schedule patient appointments

· Update/enter patient information into automated systems

· Manage patient recall appointments

· Enter workload and other team/provider performance data into automated systems

· Support the Oral Health Fitness Program (AR 40-35)

Prepare reports and brief supported commanders and staff on soldier dental fitness

Prepare failed appointment reports

Update unit dental readiness trend analysis charts

Perform other duties to support soldier dental readiness


F.  Front Desk Receptionist

· Greet and receive patients

· Screen patients to determine the purpose of their visit

· Verify eligibility for care

· Receive visitors and telephone calls

· Obtain, review, update and prepare dental records for provider use

· Record/enter patient information into records and/or automated systems

G.  Medical Supply Specialist (76J)


· Distribute received supplies

· Monitor precious metals program

· Turn-in excess/outdated equipment

· Manage general use (cross-team) supplies

· Assist with clinic distribution

II.  Headquarters Support Team Duty Positions

A.  DENTAC Commander

· Assist and inspect clinical operation 

· Develop, mentor and reward internal customers

· Review and analyze organizational performance

· Manage organizational change, culture, reengineering and continuous improvement initiatives

· Publish organizational policy

· Appoint staff to key DENTAC additional and leadership duty positions

· Provide patient care

· Conduct DENTAC strategic planning

· Manage organizational resource, informational and logistic activities

· Market external customers

· Provide staff assistance to the installation commander


B.  Executive Officer / HQ Support Team Leader

· Lead the Headquarters Support Team (DCRI innovation)

Coordinate, review, and ensure timeliness of work performed by DENTAC HQ staff

Monitor execution of unit-level continuous improvement projects/tasks/initiatives

Verify management data accuracy and ensure its timeliness

Supervise contract computer assistant:

Approve contract hour usage

Prioritize and monitor IM/IT tasks/project execution

· Manage DENTAC budget

Forecast DENTAC expenses

Monitor team resource usage

Approve IMPAC (credit card) expenses & resolve discrepancies

Chair the PBAC

Review periodic budget reports and resolve discrepancies

· Perform HQ DENTAC staff officer activities

Manage unit-level logistic issues; coordinate logistic support from MEDDAC

Manage unit-level personnel issues

Represent the DENTAC and/or commander at designated meetings 

Update DENTAC TDAs (incl mobilization TDA)

Manage staff recognition/awards activities

Coordinate joint health service activities with MEDDAC & installation (incl EPP)

Prepare responses to administrative taskings

Monitor/conduct unit-level training (ICW the SDNCO)

Coordinate SRP exercises with supported external customers

· Command the DENTAC Detachment

Administer UCMJ

Prepare for ceremonies

Serve as Reenlistment Officer

Approve soldier personnel actions

Manage DENTAC ASAP

Attend required meetings

Coordinate health & welfare inspections

C.  First Sergeant/Senior Dental NCO

· Prepare and monitor duty rosters

· Advise DENTAC and Detachment Commander

· Monitor/maintain unit health and welfare

· Mentor and coach soldiers

· Monitor weight control program

· Monitor quarterly counseling program

· Monitor/conduct unit-level training

· Prepare periodic reports

· Participate in committee meetings

· Conduct NCODP program

· Manage HQ key control program

· Prepare command briefings

· Review personnel actions

· Monitor command inspection program


D.  Administrative Specialist (71L)


· Maintain staff vehicle

· Update SIDPERS

· Input CDA data

· Conduct in/out processing

· Process financial actions

· Monitor unit leave program

· Maintain official unit files

· Distribute correspondence

· Process personnel actions (DA Form 4187)

· Monitor efficiency report program

· Update rating schemes

· Coordinate SRPs


E.  Information Systems Operator (74B) / Computer Assistant

· Maintain LAN connectivity between DENTAC and RWBAHC systems

· Administer DENTAC intranet to include OnTime and DENTRIX

· Administer DENTAC personnel automated system accounts

· Establish and maintain DENTAC standard automated systems configuration

· Maintain system accreditation to include software accountability

· Manage DENTAC module in RWBAHC ACD system

· Diagnose and repair automated system problems

· Evaluate customer requests for new automated systems

· Train personnel in use of automated systems

· Maintain DENTAC’s home page

· Serve as DENTAC ISSO


F.  Headquarters Secretary

· Maintain DENTAC commander’s schedule

· Maintain DENTAC duty appointments

· Manage DENTAC public affairs

· Prepare periodic reports

· Track unit-level suspenses

· Manage TDY

· Maintain DENTAC publications

· Update DENTAC home page

· Manage CPO activities

   Time and Attendance 

   PERSACTIONS

   Awards

   Performance Appraisals

· Manage personal services contracts

   Update Statement of Work

   Coordinate SOW and PR&C with Directorate of Contracting

   Prepare Receiving Reports from contractor's invoice

   Input to CAPSW
· Record meeting minutes



G.  Management Support Assistant

· Manage credentials/QI activities

Process credentialing actions

Record committee minutes

Collect QI data

Verify credentials documents

Record and monitor CE hours

Monitor suspenses

Maintain CCQAS database 

· Manage organizational business practices

Verify UCAPERS

Verify MEPRS data accuracy

Administer DENTRAD

Produce DENTAC performance reports

Prepare installation R&A slides

· Input CDA data
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