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FLOATER/HYGIENE ASSISTANT DAILY DUTIES
In addition to patient care, the floater/hygiene assistant seeks to ensure proper office function and maintenance. Routine care will ensure that the office will work for us and help to minimize unforeseen failures which would otherwise interrupt patient care. We are a team and should all work together to make sure everything is completed correctly.  The patient should always feel we did everything possible to make them comfortable. The assistant is an integral part of this function in that they spend a lot of time with the patient.
Specific duties as floater/hygiene assistant are to ensure that all duties assigned to you by the lead assistant are being done in a timely, professional and complete manner.  As an assistant, you follow all guidelines and policies outlined in assistant daily duties, as directed by lead assistant.  
UPON ARRIVAL EACH DAY
· Review daily office schedule to see when help is going to be needed for lead dental assistant and hygienist(s).
· Check with lead dental assistant and/or available clinical staff to see if anything needs to be done immediately.
· Examine sterilization area/lab to see if anything needs to be done or room turned over. 
FLOATER PRIORITY LIST
General Office
· Inquire with co-workers to assist whomever is in need.
· Ensure everything is ready to get patients sat on time and the entire appointment runs smoothly.
Sterilization area 
· Process all dirty instruments throughout the day.
· Wrap and put away clean instruments.
Operatories
· Assist clinical staff turning over and restocking rooms.
· Take inventory of missing or low supplies, per office ordering policy.
Assist Dental Assistants, Doctors and Hygienists
· Help back office operate efficiently and assist doctor procedures when needed.
· Assist hygienist when necessary for entering clinical information in computer and suction. 
· Offer pillows and blankets to make patient more comfortable.
· Set up treatment trays and stage in the sterilization “clean” cabinet.
· Organize and collate the cables associated with the Intraoral Camera, Dexis Digital Radiograph Sensor and Cavitron.  Flush Cavitron lines.


Office Projects
· Check your box for projects to be completed in order of priority.
· Help front office staff on administration projects:  such as scanning, making recare calls, etc.
· If nothing is listed in higher priority, then work on oldest project first.
· Ask lead dental assistant about office cleaning duties and office equipment maintenance.

Reception Area/Bathrooms
· Restock and clean reception area and bathrooms.
· Fill the coffee items and water in coffee pot, as needed.
· Refill the water in the refrigerator.
· Organize magazines and pick up any out of place items.
Kitchen
· Put dirty dishes in dishwasher and put away clean dishes.
· Clean off and wipe counters and table.

BEFORE LEAVING AT END OF DAY
· Follow end of day closing procedures, as outlined in dental assistant daily duties.
· Check in with lead dental assistant and/or office manager to see if anything needs to be done before leaving.
The information contained in this document is intended as information only and not as financial, accounting or legal advice.
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