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  �
Front Admin: You Can Effectively 
Lead, Strengthen and Unite Your Team

Leaders amongst leaders. What does it take to make this 

happen? Learn successful tips and strategies to use daily 

to encourage a strong collaboration between front and 

back office. Elevate effective communication skills for an 

improved daily environment and real connection with the 

team. 

COURSE OBJECTIVES:

• �Learn to unify fellow team members through 
proven techniques and skills

• �Foster an enhanced working environment within 
the dental office

• �Create a "Team Centered" culture

  �
Complacency vs. Movement

The importance of moving forward in the right direction can make or break an office. The growing trend in the world is to be 

complacent and often times this spills over into the dental office. When setting goals for the practice, you must be able to shift 

your mindset as well as the team to focus on movement to increase your bottom line.

COURSE OBJECTIVES:   �• Recognize complacent behavior and redirect it  
• Understand the benefits of movement when setting goals 
• Move goals into profitable action

  �System Implementation Is the  
Key to Practice Growth

Implementing the proper systems will allow your office 

to have a smooth flow and a more productive schedule. 

Without systems the office runs in chaos. Your outcomes 

will be unpredictable because you will do things differently 

every time. Learn practical tools to create systems with your 

team to facilitate order and growth within the practice. 

COURSE OBJECTIVES:

• �Recognize the value of creating tailored systems 
for the dental office

• �Structure the team to start the implementation 
process

• �Set the techniques in motion

DENISE WILLIAMS-JONES is a Customer Service Consultant, Speaker, Founder and Owner of Next 

Level to Success. She started in the dental field in 1995, working in some of the top dental offices in 

Southern California, with roles including chair side assistant, inventory and supply manager, team 

trainer, scheduling coordinator, financial coordinator, marketing liaison, community outreach, and 

front office lead. 

Denise has a passion and commitment to customer service. She is a born leader who pays 

attention to detail, is committed to an organized yet friendly environment, and has a track record 

of noticeable performance growth with the practices she has worked with. Over 25 years of real-life 

experience of using proven techniques have taken practices to that Next Level to Success. 

Denise is a member of Crown Council, Speaking Consulting Network, and has designed 

continuing education courses for the American Dental Association. She is a graduate of 

Scheduling Institute and ToPs Institute, two highly respected training programs. She holds several 

certifications in Phone Training, Maximizing Patient Flow, Treatment Case Acceptance, and 

Delivering Exceptional Customer Service.
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�   �
Protect the Health of Your Practice 
With Exceptional Customer Service

Customer Service is a lost art in today’s society. Now more 

than ever you must ensure that your team is offering premium 

customer service so that your patients can’t live without you 

and will refer their friends and family to your office. Many 

dental offices provide amazing clinical services, then forget 

to align that with the customer service part. This is unhealthy 

and creates a gap in what you are trying to accomplish. Close 

the gap. Protect the health of your practice. 

COURSE OBJECTIVES:

• �Discover proven strategies to elevate customer 
service

• �Unify team so they are all on the same page

• �Foster strong relationships with patients

�  �
Front Office: You Are Not “Just”  
a Receptionist

A lack of understanding your role at the front office can 

affect patient interaction. This will then affect the practice 

and the bottom line. There needs to be a shift in mindset 

so you can take a new approach when dealing with your 

patients. You must have clarity on what is expected of you 

and your role in the practice. 

COURSE OBJECTIVES:

• �Recognize the importance of your role in 
creating lasting patients for the practice

• �Learn to connect with patients in an 
authentic way

• �Improve the way you conduct yourself at  
the front desk

  �Finding Hidden Gems

Many dentists forget to invest in their team. Sometimes 

they overlook the talents that are right in front of them. 

Recognize the importance of investing in your team and 

uncovering their talents. Foster leadership skills and 

discover your hidden gems. 

COURSE OBJECTIVES:

• �Uncover hidden gems in your office

• �Facilitate new team skill set 

• �Infuse these skills into everyday situations

  �Communication in the Workplace: 
Waste of Time? Or Worth Every Minute?

Lack of communication in the workplace is common these 

days. Do you find this to be the case in your practice? 

Proper communication requires an equal amount of 

commitment from everyone in the office. We will discuss 

proven tools and techniques that can be used to improve 

current communication in your office. 

COURSE OBJECTIVES:

• �Discover the values and importance of proper 
communication in the office

• �Create a plan that works for your team 

• �Implement new skills

COURSES  (cont.)

  �
How Your Team Can Be Involved in the Hiring Process

In the past, when deciding if you wanted to accept a job, you would drive by an office and check it out. Things have changed. 

People now look at your website and social media platforms. Uncover updated techniques that you and your current team can 

execute to attract new team members.

COURSE OBJECTIVES:   �• Learn how to best highlight your office culture on social media  
• Discover how to think outside of the box when hiring 
• Cultivate team strategies to make it happen


