The Office Manager of the Ronald McDonald Care Mobile (also known as "The Tooth Truck") carries out the day-to-day operations and relationships of our mobile dental clinic for at risk children under the direction of the Program Manager.  EXCELLENT COMPUTER AND INTERPERSONAL SKILLS REQUIRED.  Administratively, the position will require the ability to accomplish numerous tasks on a daily basis with a focus on the coordination of dental visits including appointment scheduling, record keeping, and filing for Medicaid reimbursement.  The Office Manager will have frequent one-on-one interactions with children, will work with Tooth Truck volunteers and communicate with school nurses, parents of children served on the unit and individuals seeking dental care for their children.  
Primarily a Springfield, Missouri school-based program, the Tooth Truck provides dental treatment and prevention education for at risk children who qualify for Medicaid and/or the Free and Reduced School Lunch Program.  More than 9,000 Springfield Public Schools students who participate in the free or reduced lunch program do not have access to dental care.

The Officer Manager is a full-time position that involves completing office duties on the Tooth Truck five days each week.  The Office Manager should have excellent communications skills, exemplary organizational skills, and work successfully with a team of individuals towards a common goal.  The Office Manager should also possess outstanding computer skills, primarily with Microsoft software, and have the capability to become proficient with Dentrix dental software, for which full training will be provided. He/she will work daily with the organization's volunteers and participate in event-related activities as requested.  The Office Manager will work with Medicaid, including submission of claims and follow-up on denied claims.  (Full training provided for Medicaid.) The Office Manager will drive the Tooth Truck up to two days a week (full training provided).
Other responsibilities of the Office Manager include but are not limited to:

· Communicating with individuals seeking dental care services and scheduling dental appointments

· Maintaining relationships with school nurses and other key individuals

· Assisting with the scheduling of Ronald McDonald Care Mobile visits 

· Ensuring patients’ appropriate medical history, Medicaid eligibility and parental consent forms are obtained prior to children’s visits

· Verifying that the school nurse, teacher and parents/guardians have proper procedure follow-up and emergency contact information

· Assisting with the tracking of program statistics

· Familiarity with mechanical functions of unit and ability to troubleshoot

· Conducting tours and providing program information to Tooth Truck visitors, volunteers and donors

· Participating in fundraising and public relations events

· Taking digital photos and writing photo captions and stories for the RMHC newsletter and social media
· Checking and responding to messages left on answering service, cell phone voicemail, and email daily

· Inventorying office supplies and coordinating the purchase of items as needed
· Obtaining Commercial Driver’s License and driving the Tooth Truck at least once a week as well as sharing duties of fueling and dumping gray water when scheduled

· Fulfilling other duties as assigned 

Desirable knowledge, skills, abilities, and personal characteristics:

- Ability to work in a team setting

- Understanding of service-oriented environment

- Interpersonal/human relations skills

- Ability to maintain standards of cleanliness

- Ability to interact with children

The Office Manager reports to the Program Director of The Tooth Truck, Inc.  Compensation package includes salary, insurance and/or unreimbursed medical benefit, vacation, holidays/personal days, cafeteria plan and matching retirement funds.  The Office Manager is an employee of The Tooth Truck, Inc.

The Ronald McDonald Care Mobile was started by Ronald McDonald House Charities of the Ozarks in 2001 after the organization learned of the severe lack of access to dental treatment that area at risk children experience.  "Tooth decay is the single most common chronic childhood disease."  (Oral Health Initiative:  A Report of the Surgeon General, May 2000).  Information about the Ronald McDonald Care Mobile follows.

- The Ronald McDonald Care Mobile of the Ozarks has been providing complete dental treatment and education for at risk children since July 2002.  Since that time, 26,567 at risk children have been provided with 58,706 dental appointments valued at $17.7 million.

- Most children who are treated on The Tooth Truck have never been to a dentist.  Many are experiencing pain on a daily basis or are embarrassed to smile due to excessive tooth decay.

- Medicaid reimburses less than half of the cost of treatment.  Very few dentists in the area accept Medicaid.

- Another barrier to care, just as significant as low Medicaid reimbursement and lack of providers, is available transportation to dental appointments.  The Tooth Truck removes the transportation barrier.

- The Tooth Truck visits schools in Springfield, Ash Grove, Billings, Cassville, Clever, Monett, Mt. Vernon, Republic, Walnut Grove, Willard, and Verona along with Boys & Girls Club, Salvation Army, and Great Circle when school is not in session.

- The Tooth Truck provides a full range of dental services.  Our goal is to complete every child's treatment plan, giving them healthy smiles and education on how to prevent future decay, along with necessary dental supplies.

- Volunteers known as "Dental Care Advocates" are a critical part of The Tooth Truck visit.  They provide one-on-one support, greeting children, accompanying them to and from their classrooms, and teaching each child about oral hygiene and calming fears of children visiting the dentist for the first time.

- A child's visit to the Tooth Truck is a huge boost to his or her self-esteem.  Each child learns more about caring for their own health and experiences the true love and support of our staff and volunteers.

- The annual operating budget of the Tooth Truck exceeds $600,000.  Less than 48% of this amount is reimbursed through Medicaid.  The remainder is funded by donations from the community through Ronald McDonald House Charities of the Ozarks.

- More information about the program is available at www.toothtruck.org.

