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Here’s how to be.

As a dental practice owner or office manager you are well aware of the hard work involved 
in hiring the right people who work well together.  At DentalPost we believe in using data
to make a better hiring decision.  It’s important to focus on the “who” and get the right 
people on your team before focusing on the “what.”

Hiring can be a long and expensive process.  When done right you save time and money.
People often make the mistake of hiring for skills and firing for culture.  We can help you!   
This is a hiring resource specifically for you with helpful tips, checklists, and sample forms 
you can use along the way to build a better team and ensure the success and growth of 
your practice.

Are you ready?  
 

 tips,  checklists, and forms to help you hire right 



It’s time to hire!  Are you replacing a team member or creating a new position?  It’s time to 
outline the details and responsibilities of the position.  You should also write down the 
core values of your office before moving onto the next step of the hiring process.  Need 
help with this?  Check out our Core Values Assessment.

We’ve created an easy-to-use form to make sure you have all the details of the “who” as 
you build your team.

The “who”1



Set Expectations Form 

Position:  _______________________________________________________________

Description:  ____________________________________________________________

What are your core values?
1.  __________________________________
2.  __________________________________
3.  __________________________________
4.  __________________________________
5.  __________________________________

Who does the interviewing?

Interview style?
Individual interview?
Group interview?
 a. Bring candidates in for joint interview
 b. Office members interview one person

How will success be measured?  30, 60, 90-day trial?
 
Compensation
Range:
Bonus:
Insurance:
Work hours:
Expectations:

Next Steps:

Notes



 The Art of the Job Description

Writing a job description can be overwhelming.  We understand!   The number one 
question we receive from our employers is about writing a job description. When done
right it will help you cut through the clutter and save time and money.  The best job
descriptions attract the right people and repel the wrong.

Finding someone with the right skills and experience is the easy part.  Finding the right
fit is the the challenge.  Company culture will influence your productivity, patient 
satisfaction, team buy-in, and happiness.

It’s vital to use your core values in your job description so you attract better candidates.  
Need help?  Here are two sample job posts that infuse company culture:
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 culture fit Job Description

Sample #1
Are you the type of person who wants to improve lives? Are you obsessed with finding a better 
way?  Do you want to love your job like we do? If you are a Dental Hygienist who is a highly-
motivated team player with a positive attitude, you belong with us. Yes, we are looking for a rock 
star to join our amazing team who is 110% committed to excellence in all aspects of patient care 
and dentistry.

       

Sample #2
Dynamic, full-time, RDH position available in an outstanding practice located in GA.  We are 
seeking a positive, hard working,  professional, and highly-motivated team player with excellent 
communication skills and attention to detail.  Yes, we are looking to add a  rock star to our 
top-notch team!

       



 culture fit Job Description checklist

Include job title
Flavor/style of your practice
List out your core values (A MUST!)
Description of your culture using fun words 
DentalPost example: Are you a person who wants to love your job and work with a team who 
improves lives, listens, and is obsessed with finding a better way, then this job is right for you!
Benefits of working at your practice (Set expectations)
o   Hours
o   Days
o   Bonus
o   Vacation
Practice growth & pace

Cultural values in order of importance
Part-time or full-time?
Describe at least five major responsibilities
Explain who the candidate will be working with – internally and with patients 
Encourage the candidate to apply (i.e. “Sound like your dream job? Apply today!”)
Include contact details in your DentalPost profile

Positive, “can-do attitude”



 interview preparation & questions

Conducting a working interview?

So you have narrowed down your candidate pool. It’s time to set up the interviews. To help make 
this process easier, we’ve pulled together a checklist and sample interview questions to help you 
as you continue the hiring process. Conducting a working interview? Make sure you outline 
expectations before the candidate comes in and are aware of any state requirements regarding 
compensation.
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Items to Review:

Resume Profile 

DISC Test Results (DentalPost Profile)

Core Values Test Results (DentalPost Profile)

Skills Assessment Results (DentalPost Profile)

Workplace Culture Assessment Results (DentalPost Profile)

Other: ________________________________________________________________

Information to share with candidate via email or message through DentalPost: 

Interview time and date 

Practice address and parking information

Name of contact to seek upon arrival

List of materials candidate is expected to bring

Length of working interview and expectations (if applicable)

 materials & setup checklist

DentalPost profile

Position

Interviewer

Start date

Employee name



 interview questions: Part one

Asking the RIGHT questions during an interview is a key step in the hiring process. The following 
interview questions will help you get a better feel for the candidate’s personality and how they will 
fit into your practice. Listen for cues and pay attention to body language. Remember to think about 
the kinds of answers you want to hear. Hiring for culture fit isn’t just a Q&A. If possible, see if you can 
get the candidate to spend time with your team. 

Previous Job
 What were you hired to do?
 What were some low points during that job?
 Who were the people you worked with?
 What was your boss’ name? How do you spell that?
 What was it like working with him/her?
 What will he/she say are your biggest strengths?
 What will he/she say are your areas of improvement?
 How would you rate the team you worked with on an A, B, C level?
 Why did you leave your job?
 What are your career goals for the future?

o

o
o

o
o

o
o
o

o
o



 interview questions: part two

    Leadership
 When have you had to lead by example and how did others respond?
 Describe a time when you needed to persuade another person to understand things your way.   
          What was the outcome?
 Provide me an example of a situation when something did not go as planned. What role did        
          you play in the situation and outcome?
    Productivity and Prioritization
 What was the most productive team that you’ve been on and why? 
 Describe a situation when you had multiple projects at the same time. How did you place them  
          in order of importance? What was the end result?
 How do you use planning to increase your productivity? 
    Accomplishments
 What is your greatest personal accomplishment? 
 What is your greatest work-related accomplishment?
 Recall a time when you made a decision for an employer that was significant in their success.      
          What did you do? How did you go about it? What were the end results?
    Teamwork
 Describe the best supervisor or manager you’ve ever had. What was it about their management  
          style that you liked?
 Do you have a mentor? What have you learned from them? 
 Discuss a time where you were forced to work with someone you didn’t get along with. Why      
          was it difficult and how did you minimize conflict?

o

o

o

o

o
o

o

o
o

o

o

o

o



POST INTERVIEW EVALUATION4
Time to make decisions! This is a good problem to have! Need help remembering the 
details? You may choose all or some of the below ranking criteria, just be sure to use the 
same fields for each applicant of the same position. As a reminder, the following should 
only be processed after the interview and never in the presence of the candidate. This is 
for your (and your hiring manager’s) eyes only!



 candidate evaluation form

Hire?Interviewer(s)

Position

Grading scale:

5 - Excellent 4 - Good 3 - Average 2 - Below average 1 - Poor

Start date

Employee  name

Score (1 -5) Comments

Culture fit

Decision making

Professional skills

Communication style

Enthusiasm

Problem solving

Teamwork

Overall evaluation

Notes



Congratulations! You have hired a valuable member of your team who shares your 
passion for patient satisfaction, care, and practice growth! 

Now it’s time to properly welcome this new team member.  Use the following checklist 
during the onboarding process to ensure it is seamless. We have also provided an 
employee matrix and A, B, C-Level Employee Test to help make sure all of your team 
members are “A Players.” 

       

 onboarding your new team member5



Start date

Employee name

Before the First Day Checklist

    Send formal offer
   Notify office manager of new employee’s payment terms, benefits, packages, etc.
   Notify other employees of new hire 
   Schedule time to meet with new hire to fill out paperwork (payroll, benefits, etc.)
   Send welcome packet
     • Who is their contact person? Who do they report to?
     • Office Holidays/Closures
     • Schedule/Work Hours Expectations 

First day Checklist

   Send out email to entire staff to officially welcome new employee
   Meet with office manager to complete employee paperwork and review practice policies
   Update relevant marketing materials (website, flyers, social media, etc.) 
   Show the new hire their operatory/work space
   Discuss performance evaluations and how the employee will be assessed

       

 New Team Member Checklist



 Team Member Culture-Fit Rules

TeAM
Member

fire

Makes the numbers
Doesn’t share core 
values

fire

Doesn’t make the 
numbers
Doesn’t share core 
values

“a”
player

fire

Makes the numbers
Shares core values

Doesn’t make the 
numbers

Shares core values



 A,  B,  C-Level Employee Test

It’s important to always remember that there is no such thing as a perfect employee, or a perfect 
human being for that matter.  We all have our strengths and weaknesses.  It is important to come
from the belief that all people have good intentions and to only question behaviors, not
intentions.  Employees are not forever tagged as only A, B, or C-level.  The purpose of this test is 
to inspire and direct behaviors to maintain A-level employees.

This test can be a self-test or can be scored by the leader or team for direct feedback.

Remember:  A-level teams will support B-level employees to rise to rise to 
A-level and will encourage C-levels to find their happy place on another 
team or in a different position.

 

       



     

Start date

Employee name

A-Level Employee B-Level Employee C-Level Employee

Team Member 
Score A, AB, B, 

BC, or C 

Contributions
Self-motivated, mostly self-
driven

Does what is asked (maybe 
a little more), driven by 
external factors

Does the minimum to not 
get fired

Decision-making
Makes the right decision at 
the right time

Makes the right decision, 
but not always at the right 
time

May or may not make the 
right decision, often needs 
to be told what to do

Company partner 
vs employee

Partner, takes personal 
ownership Wants to do a good job

Works only for the 
paycheck

Communication 
style

"We can"  "I will"  "How can I 
help?" "Yes, but..." "We can't"  "I can't"

Company vision

Sees the company vision as 
his or her own personal 
mission

Knows the vision and does 
his or her best to meet  
expectations, may not fully 
understand how their job 
relates to company mission

Unaware of what the vision 
is or desn't relate to it 
personally

Problem-solving

Excellent problem-solver, 
always offers solutions to 
problems and then does 
whatever it takes

Brings poblems to leader 
and may suggest solutions, 
but is not necessarily 
committed to doing 
whatever it takes

Doesn't acknowledge there 
is a problem unless it 
directly impacts him or 
her,believes it is the leader's 
job to fix it

Prioritizing

Prioritize his or her work 
based on the company 
vision and mission

Understands his or her job 
and prioritizes, but may not 
always be serving the 
company vision and 
mission

May do what is asked of 
them, but doesn't 
necessarily know what to 
do without being told

 

 culture fit Job Description



 A,  B,  C-Level Employee Test

Start date

Employee name

 
A-Level Employee B-Level Employee C-Level Employee

Team Member 
Score A, AB, B, 

BC, or C 

Taking initiative

Brings new ideas to the 
table and is committed to 
them

May take initiative, but can 
be in a way that prevents 
effectiveness No initiative

Support
Eagerly volunteers to help 
without being asked

Volunteers only when 
asked or is personally 
invested

Does not volunteer to do 
more than necessary to 
keep his or her job

Ownership

Owns their actions, does 
not single out who is at 
fault on the team, looks for 
ways to take on more 
responsibilty

Generally takes ownership 
of their actions but does 
not necessarily take team 
ownership; may point out 
team member mistakes to 
look better

No ownership, deflects 
responsibility for their 
actions; is the first to point 
fingers at others when they 
make mistakes

Technical skills

Exceptionally skilled, 
continuously looks for ways 
to improve, willing to share 
what he or she knows to 
better the team

Good or even great skills; 
doesn't share with team 
because he or she are 
afraid of potential 
competition

Minimally skilled; 
unmotivated to improve 
and unwilling to share his 
or her knowledge

Communication 
skills

Excellent communication 
with customers, team, and 
self.  High emotional 
intelligence and knows 
how to express themselves 
professionally

Good customer 
communication, but lacks 
skills when communicating 
within the team, often is 
insecure with poor self-
communication and 
emotional control

Frequently gossips, 
regularly participates in 
indirect communication,  
often is emotionally out of 
control



 we are here to help

DentalPost makes it easy to hire the best and brightest employees!  Our goal is to make your 
life easier. To help you build your team, we offer hiring metrics such as personality tests, skills 
assessments, values assessments, and culture tests. It’s time to hire right from our site. 

click to Get started.Happy hiring!
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