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ADHP- Administrative Coordinator
(Starting Salary Range: Part-Time (20 hours per week @ $22 per hour)
Job Title: ADHP- Administrative Coordinator (NON-MERIT POSITION) Board Name: Board of Dental Examiners Alabama Applications accepted through: Until Position is Filled
Job Description: ADHP-Administrative Coordinator

The Board of Dental Examiners of Alabama is a semi-autonomous Board of the State of Alabama. The Board is comprised of seven members. Six members are licensed dentists, and one member is a licensed dental hygienist. The Board is responsible for the administration and enforcement of the laws and administrative regulations governing the practice of dentistry and dental hygiene in Alabama. The responsibilities of the Board include the examination, licensure, and registration of applicants whom it finds to be qualified to practice dentistry and dental hygiene; the presentation of the Alabama Dental Hygiene Program (“ADHP”), an accelerated certificate Program; efforts to ensure that all licensees are in compliance with the Dental Practice Act (Code of Alabama (1975) § 34-9-1, et seq.) and relevant portions of permanent administrative regulations; the authority to make, amend, and adopt reasonable rules and regulations governing the conduct of dentists, dental hygienists, and other dental auxiliaries; and the obligation to undertake, when appropriate, adjudicatory proceedings and disciplinary action against licensees.

The ADHP-Administrative Coordinator is a staff member reporting directly to the Executive Director and working with the ADHP-Senior Coordinator (staff) to administer the Alabama Dental Hygiene Program. The ADHP was established by the Board of Dental Examiners of Alabama (“Board”) and the Alabama Dental Association in the 1950’s as a pathway for dental assistants to receive additional training to transition into the role of a dental hygienist. The ADHP-Administrative Coordinator is a part-time employee of the Board and serves at their pleasure. This position is an “at-will” position and is NOT a remote position.

Responsibilities:

ADHP (General):

· Processing and vetting applications for the Program and the ADHP-Instructor Course in conjunction with ADHP and Board staff
· Attendance at Program class meetings
· Create Power Point information/materials to the Program (not content), as needed



· Loading Canvas data bank with predetermined questions for exams 




· Assist with updating faculty presentations, as needed
· Initial data entry and additional data entry of student information into Board database
· Update ADHP applications as needed
· Confirm accuracy of documentation on application
· Link sponsoring dentist to applicant in iGov
· Create student roster in iGov
· Order student resource packet
· Create student IDs
· Setup student information in Canvas
· Send student invitations
· Complete iGov profile
· Schedule third party vendors for Orientation (IT company, Resource Materials, etc)
· Print and create training permits
· Initial application data entry to iGov 
· Send acknowledgement email to applicant 
· Process checks for application 
· Review application for missing information within 48 hours 
· Follow-up with applicants for missing information on application 

BOARD-RELATED (General)

· Maintain an active Alabama Dental Hygiene license
· Creation of and maintenance of ADHP student files and data-entry
· Assisting with processing ADHP and ADHP-Instructor Course applications
· Interact with members of the public, both in person and by phone to answer ADHP- related questions
· Adhere to all established policies and protocols of the Board
· Assist Board staff, as needed (e.g., answering phone, filing)
· Other duties, as needed

MINIMUM QUALIFICATIONS:

· Active Alabama Dental Hygiene License and in good standing
· Minimum of 3 years clinical experience in dental hygiene within the last 5 years
· Proficient in Microsoft Office Suite including Excel and Outlook
· Proficient in database use and data entry



Preferred, but not required Qualifications:
· Former graduate of the ADHP
· Experience with Canvas program

REQUIRED DAYS/HOURS:

Non-ADHP Class Week:	
	*Wednesday 	8:00 – 4:00 
	*Thursday 	8:00 – 4:00
	*Friday	8:00 – 3:00
ADHP Class Week (1 weekend per month for 10-month period):
	Thursday 	1:00 – 4:00
	*Friday	6:45 – 4:45
	*Saturday	7:45 – 4:45 

*Assumes one hour lunch break
** Will be working at the Board Office in Hoover, AL or Rosewood Hall in Homewood, AL.  This is not a remote position.    

OVERSIGHT AND SUPERVISION:

The ADHP-Administrative Coordinator reports directly to the Executive Director. The ADHP- Administrative Coordinator works directly with the ADHP-Senior Coordinator under the direction of the Executive Director.  The ADHP-Administrative Coordinator will also work with other staff, as well as contract employees, in the furtherance of Board-related matters.


To Apply:

Mail or email a copy of your resumé or CV, along with applicable documentation of certifications to:

Dr. Mary Beth Finn
Human Resources
Board of Dental Examiners of Alabama 
2229 Rocky Ridge Road
Birmingham, AL 35216 
marybeth@dentalboard.org
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