Employability Portfolio – Dental Receptionist / Dental Nurse 
Compare Job Adverts 
I compared four job adverts to identify the key skills and areas of knowledge required for a dental receptionist / dental nurse career pathway. The adverts were drawn from four major platforms: CV-Library, Indeed, Glassdoor and Reed, covering both administrative and clinical support responsibilities.
The CV-Library advert for a Dental Nurse in London listed pay around £14–£17 per hour and emphasised chairside assistance, infection control, patient care, teamwork, and maintaining a safe clinical environment (CV-Library, 2025).
The Indeed example was a combined Dental Nurse / Receptionist role at Penerley Dental Practice, offering £13 per hour. This position blended front-of-house duties such as welcoming patients, managing appointments, handling payments and maintaining accurate records with clinical support and maintaining a sterile working environment (Indeed, 2025).
The Glassdoor example was a Dental Receptionist role in London, with hourly pay broadly within the £12–£14 range depending on employer and experience. The advert focused on customer service, diary coordination, handling phone enquiries, multitasking and maintaining a professional reception area (Glassdoor, 2025).
Finally, the Reed advert for a Trainee Dental Nurse in Stanmore listed £13.90 per hour, highlighting willingness to learn, safe working behaviours, chairside support and teamwork (Reed, 2025).
Across all four adverts, the most common skills and knowledge areas included:
· Communication and customer service, including reassurance for anxious patients (Indeed, 2025; Glassdoor, 2025).
· Organisation and attention to detail, especially in appointments and records (Glassdoor, 2025; Reed, 2025).
· Teamwork within a busy practice (CV-Library, 2025; Reed, 2025).
· Professionalism and safe practice, particularly for nursing roles (CV-Library, 2025).
Overall, receptionist roles prioritise patient-facing administration and efficiency, while nursing roles add clinical safety and infection control. The combined Penerley role demonstrates how these skill sets increasingly overlap in modern practices (Indeed, 2025; General Dental Council, 2019).

Self-Assessment & Evidence of Readiness 
To evaluate my readiness for employment as a dental receptionist and future progression into dental nursing, I conducted a SWOT analysis. This assessment reflects professional expectations for safe, respectful and patient-centred practice within the dental team (General Dental Council, 2019).
Strengths
My main strengths are adaptability and attention to detail. I adjust quickly to new routines, people and systems, which is essential in a dental practice where schedules can change, and priorities can shift quickly. Adaptability helps me remain calm and productive during busy periods and supports teamwork because I am willing to assist across different tasks when needed.
I also have strong attention to detail. In reception work, this supports accurate booking, correct patient information, clear message-taking and professional handling of confidential records. In a nursing pathway, attention to detail is equally important when supporting safe procedures and maintaining consistent infection-control standards. These qualities align closely with employer expectations across the adverts reviewed (CV-Library, 2025; Glassdoor, 2025; Reed, 2025).
Weaknesses
My key weakness is time management. I sometimes underestimate how long tasks will take or attempt to complete too many tasks at once. In a busy dental environment this could affect appointment flow or the timely completion of administrative tasks. Because organisation and efficiency are frequently highlighted in both receptionist and nursing adverts, improving this area is essential (Indeed, 2025; Reed, 2025).
I also identify IT skills as a development area. I currently have basic IT knowledge, including email and general computer use, but I would like to improve my speed and confidence, especially with practice systems. Strengthening my IT skills should help me become more productive, reduce errors and save time on routine administration, directly supporting my time-management improvement (Glassdoor, 2025; Indeed, 2025).
Opportunities
There are strong progression opportunities in dentistry. Reception experience builds confidence in patient communication and practice systems, while trainee dental nurse roles offer structured routes into qualification (National Careers Service, 2025; NHS Health Careers, 2025; Skills England, 2025).
Threats
Competition from applicants with existing practice experience may be a challenge. Additionally, if I do not improve my time management and IT confidence, I may find peak clinic periods more stressful.
Evidence of readiness
My adaptability and attention to detail demonstrate that I already have important transferable strengths for dental work. These qualities match the core skills consistently requested across the four adverts, supporting my readiness for entry-level roles and future development (CV-Library, 2025; Indeed, 2025; Glassdoor, 2025; Reed, 2025).

Gibbs reflective Cycle on the learning
Description: Over 8 weeks I created a Personal Development Plan and built skills in self-awareness, job search, recruitment, CVs, interviews, employment law and career development.
Feelings: I felt less confused about the job market and more confident about how to plan and present myself professionally.
Evaluation: The module gave me useful tools but showed I still need more practice applying them to real dental roles.
Analysis: I realised that knowing myself and understanding recruitment processes together are essential for entering dental receptionist/dental nurse work.
Conclusion: I now see a clearer, realistic pathway into my chosen dental career.
Action plan: I will keep updating my PDP, improve my CV and interview skills, and actively apply for suitable dental roles.

Employment Goals & Personal Development Plan 
Based on my SWOT analysis, I set short- and long-term goals that build on my strengths and address my main weaknesses in time management and IT skills.
Short-term goals (next 12–18 months)
1. Secure a dental receptionist or trainee dental nurse role to gain practical experience of patient communication, appointment systems and daily practice routines (Indeed, 2025; Reed, 2025).
2. Improve time management to prioritise tasks effectively and remain confident during busy clinics.
3. Strengthen IT skills so I can use digital systems more efficiently, improving accuracy and saving time on routine tasks (Glassdoor, 2025; Indeed, 2025).
Long-term goals (3–5 years)
1. Begin and complete a recognised dental nursing qualification and progress into a qualified dental nurse role (Skills England, 2025; National Careers Service, 2025; NHS Health Careers, 2025).
2. Work towards a senior or extended-responsibility role, combining patient care with strong organisation and professional standards (General Dental Council, 2019).
Personal Development Plan

	Goal
	Time duration
	How
	When
	Result/outcome

	Improve time management
	0–3 months
	Prioritised daily to-do list, timed task blocks, reminders.
	Start immediately; review weekly.
	Better control of workload; fewer rushed tasks.

	Improve IT skills (basic → confident)
	1–4 months
	Practise Office/email shortcuts; request practice software training when employed.
	1 hour weekly + daily use.
	Faster admin, improved accuracy, time saved.

	Build reception confidence
	1–3 months
	Practise booking, payments and phone scripts; use checklists.
	Each shift; weekly reflection.
	Smoother patient flow and stronger communication.

	Develop dental knowledge
	1–6 months
	Weekly study of terminology and common treatments.
	1–2 hours per week.
	More confident support for patients and clinicians.

	Start dental nurse training route
	9–18 months
	Research local routes and discuss support with employer.
	After settling into a role.
	Enrolment on a recognised programme.
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