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DOCTOR GUIDE:
DENTAL OFFICE MANAGER WORKING INTERVIEW
OBSERVE & REPORT AGENDA (Doctor-Led)

Interview Objective
Evaluate the candidate’s ability to:
1. Think operationally
1. Identify gaps in real time
1. Prioritize business issues
1. Communicate observations clearly and professionally
Pre-Interview Team Huddle (5–10 minutes)
Doctor Script:
“We have a candidate coming in to observe our systems today. This is not an evaluation of you individually. Please work as you normally would—this helps me understand where we can improve as a practice.”
Focus Areas (Select 2–3)
☐ Scheduling efficiency & production
☐ Case acceptance & financial conversations
☐ Front–back communication
☐ Patient experience
☐ Insurance & collections systems
☐ Other: ___________________________
Candidate Arrival & Framing (10 minutes)
Doctor Script:
“Today is an observe-and-report working interview. I’m not looking for you to fix anything in the moment—I want to understand how you think, what you notice, and how you would prioritize improvements.”
“Please focus on systems, not individuals.”
“At the end of the day, I’ll ask you to walk me through your observations and recommendations.”


OBSERVATION SCHEDULE
Block 1: Front Office & Phones (30-45 min)
Observe:
1. Phone handling (new & existing patients)
1. Scheduling behavior (gaps, clustering, urgency)
1. Financial & insurance conversations
Block 2: Clinical Flow & Handoffs (30-45 min)
Observe:
1. Exam to treatment plan handoff
1. Doctor-to-patient communication
1. Scheduling of diagnosed treatment
Block 3: Patient Experience (30 min)
Evaluate:
1. First impression
1. Wait times
1. Team communication
1. Checkout clarity
Block 4: Systems & Metrics Review (30 min)
Provide candidate with:
1. Schedule (today + next few days)
1. Production & collections snapshot
1. AR aging overview
Midday Check-In (Optional – 10 min)
Questions to ask:
1. “Anything surprising so far?”
1. “Where are you focusing your attention?”


End-of-Day Debrief (30 min)
Candidate Presentation Structure
1. What’s Working Well
Notes:


2. Key Gaps / Missed Opportunities
(Should tie to production, collections, efficiency, or patient experience)
Notes:


3. Top 3 Priorities (First 30 Days)
1. 
1. 
1. 
Doctor Evaluation Questions
1. Where are we losing the most revenue?
1. What would you fix first and why?
1. What are quick wins vs. long-term improvements?
1. How would you implement change with this team?

SCORING & EVALUATION
Rate each category (1–5):
Operational Thinking: ☐1 ☐2 ☐3 ☐4 ☐5
Prioritization: ☐1 ☐2 ☐3 ☐4 ☐5
Financial Awareness: ☐1 ☐2 ☐3 ☐4 ☐5
Communication Style: ☐1 ☐2 ☐3 ☐4 ☐5
Leadership Presence: ☐1 ☐2 ☐3 ☐4 ☐5
Overall Impression:



Post-Interview Requirement
Candidate must submit within 24 hours:
1. Strengths
1. Opportunities
1. Top 3 priorities
1. 30/60/90-day plan

FINAL DECISION
☐ Strong Hire
☐ Hire
☐ Consider
☐ Do Not Hire
Notes:




Practice Name: _____________________________________________________________________________

Candidate Name: _______________________________________________     Date: _____________________
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