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Prime yourself for a successful career in the modern dental office with The Administrative Dental
Assistant, 4th Edition. As it walks through the functions of today’s dental business office, you’ll learn how
to master critical thinking, effective communication, and common tasks such as scheduling, patient records,
and insurance processing along the way. This new edition also boasts a variety of new features, including:
expanded information on the electronic health record (EHR) and the paperless dental office; professional tips
and insights; the most recent HIPAA and OSHA guidelines; important soft skills, including Career-Ready
Practice exercises; and all the latest technology, equipment, and procedures in use today. Paired with its
companion workbook and online learning tools, The Administrative Dental Assistant is the sure fire way
to keep you on top of this ever-changing profession.

Comprehensive coverage provides everything you need to know to manage today’s dental office.●

Approachable writing style presents need-to-know content in a way that is easy to grasp, regardless of●

your reading level or setting. 
Trusted author Linda Gaylor lends years of experience as a practicing dental assistant, instructor of●

dental assisting, and curriculum director.
Procedure boxes provide step-by-step instructions on a wide variety of dental office duties.●

HIPAA boxes keep you well-versed in the key concepts and applications of the Health Insurance●

Portability and Accountability Act.
Anatomy of… images with annotated text break down common dental office equipment, forms, and●

administrative to further comprehension.
What Would You Do? boxes present common situations you may face in the work place.●

Patient file folder with examples of both electronic and paper clinical forms and records provides you●

experience working with confidential documents.
Art program showcases images of electronic and traditional paperwork, actual offices, equipment and●

technology to help reinforce the text.
Bolded vocabulary terms and glossary give you a foundation for effective office communication.●

Key points allow you to ensure that you have grasped key content before graduating to the next chapter.●

Dental office simulation tool on the Evolve companion website allows you to practice many of the typical●

office functions in a realistic virtual environment.
Did You Know? boxes feature snippets of helpful background information to context or rationales to office●

processes and procedures.
Food for Thought boxes highlight key concepts and call readers’ attention to various ways the concepts●

are used in everyday life.

NEW! Electronic content more comprehensively addresses the electronic health record (EHR) and the●

paperless dental office. 
NEW! Emphasis on 21st century job skills is seen throughout the book as chapters discuss the soft skills●

- like work ethic, collaboration, professionalism, social responsibility, critical thinking, and problem-
solving - that dental assistants must possess.
NEW! Career-Ready Practice exercises are included at the end of each chapter asking readers to recall●

and assimilate information learned within the chapter and demonstrate its application in the dental office.
NEW! Content updates include HIPAA changes, insurance updates (including the new claim form),●

dental terminology overview, new hazard communication procedures, and more.



NEW! Additional artwork incorporates new images focused on technology in the dental office and new,●

paperless ways to manage the day-to-day functions.
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From reader reviews:

Hyacinth Mills:

What do you concentrate on book? It is just for students as they are still students or it for all people in the
world, the actual best subject for that? Merely you can be answered for that question above. Every person
has different personality and hobby per other. Don't to be pushed someone or something that they don't need
do that. You must know how great and also important the book The Administrative Dental Assistant. All
type of book can you see on many options. You can look for the internet options or other social media.

Vera Pinckney:

Spent a free time and energy to be fun activity to try and do! A lot of people spent their free time with their
family, or all their friends. Usually they undertaking activity like watching television, gonna beach, or picnic
in the park. They actually doing same thing every week. Do you feel it? Would you like to something
different to fill your own free time/ holiday? Could be reading a book could be option to fill your totally free
time/ holiday. The first thing that you'll ask may be what kinds of e-book that you should read. If you want to
test look for book, may be the publication untitled The Administrative Dental Assistant can be good book to
read. May be it is usually best activity to you.

Harold Singleton:

This The Administrative Dental Assistant is brand-new way for you who has attention to look for some
information mainly because it relief your hunger info. Getting deeper you in it getting knowledge more you
know or perhaps you who still having bit of digest in reading this The Administrative Dental Assistant can
be the light food for you personally because the information inside this kind of book is easy to get simply by
anyone. These books develop itself in the form which is reachable by anyone, yeah I mean in the e-book
contact form. People who think that in e-book form make them feel drowsy even dizzy this guide is the
answer. So there is absolutely no in reading a book especially this one. You can find what you are looking
for. It should be here for a person. So , don't miss this! Just read this e-book kind for your better life and
knowledge.

Marjorie Calhoun:

As we know that book is significant thing to add our expertise for everything. By a publication we can know
everything we want. A book is a set of written, printed, illustrated or perhaps blank sheet. Every year had
been exactly added. This book The Administrative Dental Assistant was filled about science. Spend your
extra time to add your knowledge about your science competence. Some people has diverse feel when they
reading a new book. If you know how big selling point of a book, you can sense enjoy to read a guide. In the
modern era like at this point, many ways to get book that you simply wanted.
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