Personal Skills Assessment—Back Office
1=Never  5=Always
1. I greet patients warmly in the reception area according to standardized protocol and script.
         					1                        2                       3                       4                         5
2. I seat the patient, adjust the headrest to comfort and then don patient napkin.
					1                        2                       3                       4                         5

3. I pass on any patient milestones to front desk for special occasion card.
				1                        2                       3                       4                         5
4. I verify treatment that will be preformed.
				1                        2                       3                       4                         5
5 I verify all appropriate equipment, materials, and instruments are set-up according to standardized protocol.
				1                        2                       3                       4                         5
6. I brief the doctor on whether the patient is existing or new, the treatment that will be completed during visit, or if there is any significant health history.
					1                        2                       3                       4                         5
7. I make sure that the most current radiographs are ready for doctor to review.
					1                        2                       3                       4                         5
8. If patient is new to the office, I introduce to them to the doctor.
					1                        2                       3                       4                         5
9. After treatment I escort the patient to the front office and do not leave their side until successful transition with front office personnel has been made.
				1                        2                       3                       4                         5
10. I sterilize and place barriers according to standardized protocol.
					1                        2                       3                       4                         5
11. I complete chart entries prior to days end.  
					1                        2                       3                       4                         5

12. I show empathy and concern when talking to patients.
1                 2                       3                       4                         5

13. I edify doctor and staff to patients whenever possible. 
1                 2                       3                       4                         5
14. I communicate respectfully and effectively with the entire team in the practice.
					1                 2                       3                       4                         5

