
 Dental Office Assistant 

 

The Chinatown Service Center (CSC) is a nonprofit organization that provides multilingual health and social 

services, employment training and counseling in the Greater Los Angeles area. For further information on CSC, 

Visit our web site at http://www.cscla.org  

Position:        
  

Dental Office Assistant 

Open Date:     
  

January, 2024 
  

Closing Date:      Until filled  

  

Pay Range:  $21.00 Per Hour 

 

Job Purpose:  

 

Under the supervision of Sr. Dental Office Coordinator, the Office Assistant provides general support of 
all business aspects to the practice, but not limited to manage reception area, patient information, and 
appointment. This position is responsible for collecting co-payments, and submitting claims to dental 
programs and insurance companies. He/she is also responsible for making inter-departmental and 
other agency related health/social services referrals as needed. 
 

Job Responsibilities: 
 

 Patients and reception management. 

 Provide excellent customer service to patients. 

 Answer and respond to telephone calls with professionalism. 

 Deal with all inquiries both in person and on the telephone in a polite and professional manner. 

 Schedule patients for efficient use of doctor and staff time. 

 Check in patients, verifying and updating patient information. 

 Verify insurance eligibility and frequencies per patient or family. 

 Input, maintain and update accurate patient records and documentation 

 Track cases and referrals to and from other doctors. 

 Perform other duties as assigned. 

Qualifications: 
 

 High school diploma or its equivalent. 
 Two (2) years of dental office assistant experience. 
 Basic computer and Internet skills: MS Word, Excel, and Internet 
 Effective oral and written communication skills. 
 Good interpersonal skills to maintain effective rapport with patients, dentists, other staff 

members and community. 
 Able to work independently and take initiative. 
 Bilingual in English and Chinese (Mandarin and/or Cantonese) 

http://www.cscla.org/
http://www.cscla.org/


 Dental Office Assistant 

 

 Available to work weekends if needed. 
 

Please send your resume to: 

cschr@cscla.org 

Subject: Dental Office Assistant  
 

Chinatown Service Center is a nondiscrimination equal opportunity employer. 
Reasonable Accommodations are available upon request to individuals with disabilities. 
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