
JOB DESCRIPTION 

Orthodontic Receptionist/Administrator 
 

 

Nelson Orthodontics 

 

 

 

 

Orthodontic Receptionist/Administrator 
 

Nelson Orthodontics is the only specialist orthodontic practice in the 'Top of the South'. We welcome 
children, teens and adult patients. We will individually address their concerns and assess their need for 
orthodontic treatment. We are committed to providing quality specialist orthodontic advice and treatment 
with a dedicated customer focus. We pride ourselves on being a friendly practice and providing a welcoming 
environment for our patients. 
 
 

 

Location:                   Nelson 

Reports to:               Practice Manager 

 
Overall Purpose of Role:   
 

This position provides the face of Nelson Orthodontics as they greet clients who come into the practice and 
make contact by phone. The role is responsible for numerous reception and administrative accountabilities 
to ensure the practice operates efficiently while maintaining a dedicated customer focus 

 

 

 

  

 KEY ACCOUNTABILITIES 

  

Start of Day Duties  Deactivate alarm, turn music, photocopier, lights, and heat-pump on.  

 Start Computers and patient screen 

 Change back-up drives and store in secure box. 

 Turn answer phone off 

 Check messages on answer phone and reply to them 

 Check e-mails 

 Ensure text reminders are sent for appointments for following day 
 



 

Orthodontic Receptionist/Administrator    

 

Reception and 
Administration Duties 

 Personally acknowledge all patients entering and leaving the practice 

 Answer  and respond to incoming calls and emails in a timely manner 

 Assist patients with checkin procedure 

 Make follow up appointments for patients using Orthotrac software 

 Coordinate appointments with referrers and other specialists 

 Process and account for payments, give change if necessary, issue receipts  

 Enter financial contracts on patient’s records using Orthotrac software. 

 Ensure waiting room is kept tidy 

 Open and distribute mail, action mail accordingly 

 Type all letters for Doctors and send with relevant attachments 

 Filing, photocopying, scanning of documents 

 Run and action reports for schedule optimisation in conjunction with the 
Practice Manager   

 Run and action No Show report 

 Post outgoing letters 

 Carry out other duties as instructed by Doctors and Practice Manager 

End of Day Duties  Check waiting room is tidy 

 Collect and empty rubbish bins in waiting room, reception, patient toilet,  
staff room and staff toilet 

 Check water filter and cups and refill/restock 

 Turn off photocopiers, lights, heat pump and waiting room music. 

 Shut down computers 

 Switch answer phone on 

 Set alarm if last to leave 
 

Weekly Duties  Check schedules for following week i.e. NP letters sent, REF scanned, 

consent forms for BOND 

 Compile and send out New Patient letters for Doctors 

 Banking 

 Enter AP to patients files 

 Process automated Credit card payments to patient files 

 

Monthly Duties  Run and action Recall letter report for RCPR, RCR, RCPO 

 Run and action Patients without Recall appointment report 

 Run and action Patient without Valid appointment report 

 Run and action WCB report 

 Order stationery  

 Purchase  general staffroom groceries  

 Assist with financial reconciliations in conjunction with Practice Manager 
 

Health and Safety Participate in a culture of safety  and zero harm by identifying and reporting all 
health and Safety issues  
- Inform Practice Manager of safety performance, safety programmes, 

compliance, risks and serious incidents including health and wellness issues 
- Participate in safety meetings if and when needed 
- Participate and pass First Aid requirement as required 

 

 



 

Orthodontic Receptionist/Administrator    

KNOWLEDGE, SKILLS AND PERSONAL QUALITIES 

Experience 

 2+ years working in an administration and/or  reception role 

 Computer skills – good working knowledge of Word and Excel, Publisher, 

PowerPoint and website editing software 

 Audio typing competency 

 Demonstrated ability to develop and maintain strong interpersonal 
relationships to gain trust and respect, drawing on a wide range of 
communication skills to inform, listen, include, engage and empathise 

 

Attributes 

 A friendly and outgoing personality 

 High level of attention to detail and accuracy 

 Have a pro-active can do attitude 

 Professional and confident telephone manner 

 Tactful, discrete and having respect for confidentiality 

 The ability to form positive relationships with team members 

 Have an ability to learn and grow 

 Excellent communicator  

 Initiative and flexibility 

 Ability to multitask in a fast paced environment 

 A sense of humour 

 Energy, vision and the ability to work under pressure in order to achieve 

clear goals on time 

 Working experience in a professional  environment 

 Reliable 

 Trustworthy 
 

Education  NCEA Level 2 or equivalent 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Orthodontic Receptionist/Administrator    

BEHAVIOURAL COMPETENCIES 

 Description 

Customer Service 

Responds  to customers in a helpful and professional manner 

 Treats customers fairly and with consideration 

 Consistently presents themselves to customers in a professional and 
positive way – includes appearance and manner 

 Responds to phone calls, e-mails and correspondence within Service Level 
Agreements 

 Seeks to understand customers’ needs and concerns 

 Gives accurate and helpful advice when customers or colleagues ask 
about products and systems 

 Keeps commitments made to others, or re-negotiates well before 
deadlines 

 Deals with customer complaints in a constructive and helpful manner 
 

Communication – verbal 

and written 

Communicates with customers and colleagues in a helpful and professional 
manner 

 Open and direct – communicates in a clear, courteous manner. 

 Actively listens - can accurately summarise what others have said about 
their points of view, feelings and needs.  

 Uses questions to check whether others have understood, to gain new 
information from others, and to clarify own understanding. 

 Shows in tone of voice, body language and manner, an empathy with 
others - is sensitive and responsive to others' feelings and needs.  

 Changes approach if the other person does not understand, or if 
communication is breaking down. 

 Reads and accurately interprets written policies, procedures and 
instructions. 

 Business writing skills – uses correct spelling and grammar, and can draft 
straightforward correspondence. Writes clear, professional documents. 

 Willingly answers questions and concerns raised by others. 
 

Technical Knowledge and 

Skills 

Has the basic knowledge and skills necessary for an operational role in their 
specialist field 

 Has a basic understanding of their specialist field and applies it in their 
work 

 Demonstrates the necessary understanding of the organisation and 
business context within which the specialist skill is being applied 

 



 

Orthodontic Receptionist/Administrator    

BEHAVIOURAL COMPETENCIES 

Analytical Skills 

Addresses & solves simple problems; has authority to make day to day 

decisions. 

 Identifies problems and looks for causes and effects 

 Seeks extra information in order to solve problems 

 Quickly pulls together/connects relevant information from 

different sources 

 Uses common-sense as well as logic when making decisions 

 Makes routine decisions quickly and reliably 

 Decisions made are sound 

 Spends the time necessary to fix problems 
 

Client Management Skills 

People who have this competency create a positive relationship in all 

client interactions, managing calls and face to face so that both parties 

achieve desired outcomes. 

 

 Is easy to listen to and understand 

 Projects a positive personality in the way they speak  

 Uses grammar, tone and voice quality appropriate to each caller 

 Manages the scope and length of calls, while also maintaining 

rapport with callers  

 Explains to caller what actions are being taken 

 Conceals time pressure so callers do not feel hurried 

 Follows through to ensure agreed actions take place 
 

Time Management 

Plans and organises local day-to-day services/activities 

 Plans and effectively implements work activities in an 

environment where interruptions and unexpected events are the 

norm 

 Follows through on issues which take time and sustained effort to 

resolve 

 Follows and complies with all standard procedures for work tasks 

 Prioritises work according to business importance 

 Able to work on, and keep track of, several tasks at once 

 Uses a logical process or framework when completing tasks 

 Shows attention to detail  - notices and corrects errors 

 

Teamwork 

The ability to behave in a co-operative and supportive manner within a 

team by actively contributing whilst remaining flexible to the needs of 

others:  

 Acts appropriately and effectively within a team 

 Is able to get along with others and works cooperatively towards 

a group goal 

 Participates in team activities and actively contributes 

 Shares information willingly 

 Helps others when required 

 Supports team decisions 

 Feels accountable for the performance of the team 

 Explores differences of opinion in a constructive manner and is 

willing to be flexible in approach 

 Acknowledges the contribution of others 

 Contributes to a sense of team spirit 

 

 


