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Certificate Program
Southern Illinois University-Carbondale offers online education programs designed to provide the workforce skills necessary to enter a new field or advance your current career. Our Online Career Training Programs in the Allied Health, Computer-Internet, Business, Technical and Construction industries provide the most effective online training.
The amount of time to complete our programs varies from student to student.  Students are assigned a Career Counselor who assists the students with setting an achievable study/completion schedule, within the given 3 to 12 month completion window (per program).
To earn a certificate in GES 101 Administrative Dental Assistant, students must complete 150 hours of training.
Student Name:	Click here to enter text.
Start Date:	Click here to enter a date.
End Date:	Click here to enter a date.
Program Fee:	$1,795
Training Status:	Choose a Training Status.
POC Name:	Kathy Smith
Phone Number:	(618)453-3430
Email:		kathylsmith@siu.edu
Address:		Southern Illinois University- Carbondale	
[bookmark: _GoBack]850 Lincoln Drive, Carbondale, IL 62901
Administrative Dental Assistant:
I. The Dental Profession 
a. Orientation to the Dental Profession: Dental Basics
II. Interpersonal and Communication Skills 
a. Communication Skills and Telephone Techniques
b. Written Correspondence
c. Patient Relations
d. Dental Healthcare Team Communication
III. Records Management 
a. Patient Clinical Records
b. Information Management
IV. Scheduling and Recall Systems 
a. Dental Patient Scheduling
b. Recall Systems
V. Dental Insurance Processing
VI. Financial Management 
a. Financial Arrangements and Collection Procedures
b. Bookkeeping Procedures: Accounts Receivable
c. Bookkeeping Procedures: Accounts Payable
VII. Office Equipment and Inventory 
a. Inventory Management
b. Office Equipment
c. Computers in the Dental Office
VIII. Employment Strategies
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