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CANDIDATE GUIDE:
DENTAL OFFICE MANAGER 
OBSERVE & REPORT WORKING INTERVIEW

Purpose of This Working Interview

This experience is designed to understand how you:
· Observe and assess practice systems
· Identify opportunities for improvement
· Prioritize operational and financial impact
· Communicate findings clearly and professionally

Your Role Today
· You are here to observe, not implement
· Focus on systems, not individuals
· Ask thoughtful, respectful questions when appropriate
· Take organized notes throughout the day

What You Will Be Observing
1. Front Office Operations
a. Phone handling and patient communication
b. Scheduling efficiency and flow
c. Financial and insurance conversations
2. Clinical Flow & Handoffs
a. Doctor-to-patient communication
b. Treatment plan presentation
c. Scheduling of diagnosed treatment
3. Patient Experience
a. First impression
b. Wait times and communication
c. Checkout clarity
4. Systems & Metrics
a. Schedule utilization
b. Production vs. collections
c. AR awareness (if provided)



Guidelines During the Interview
Do:
· Be observant and professional
· Ask clarifying questions when appropriate
· Stay neutral and respectful
· Think in terms of efficiency, profitability, and patient experience
Do Not:
· Attempt to change workflows in real time
· Critique individuals directly
· Interrupt team processes
· Jump to conclusions without context

End-of-Day Presentation Expectations

Be prepared to present the following:
1. What’s Working Well
a. Identify strengths within the practice
2. Opportunities for Improvement
a. Highlight gaps tied to:
i. Production
ii. Collections
iii. Efficiency
iv. Patient experience
3. Top 3 Priorities (First 30 Days)
1.	________________________________________
2.	________________________________________
3.	________________________________________

Post-Interview Requirement (Within 24 Hours)
Submit a written report including:
· Strengths
· Opportunities
· Top 3 priorities
· 30/60/90-day plan

Helpful Mindset
Approach this as if you are stepping into the role:
· What would you focus on first?
· Where is the greatest opportunity for impact?
· How would you lead this team toward improvement?

Candidate Name: ____________________________________________               Date: ________________
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