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DESCRIPTION

AFTER THIS COURSE, WE WANT YOU TO:
Understand what reports to run and when
Communicate clearly and effectively
Demonstrate the ability to implement an efficient
schedule template 

Your role as a scheduling coordinator is to be the “face of the office” or as we
like to call it, the “google of the office” - balancing the schedule for both your
team as well as your patients! 
 
Each and every day you are faced with multiple new challenges and questions:
“Why is the schedule so light this morning?”, “Why is it so heavy this afternoon?”,
“Why would you put this appointment HERE?”, and the kicker….”It needs to be an
after school only appointment”. All throughout the day it’s as if you are having to
come up with reasons as to why you scheduled the way you did.

Well, what if we told you that TWO’s got your back! 

Secrets to scheduling is an on-demand masterclass specifically designed for
orthodontic scheduling coordinators. Let’s dive into schedule templates, phone
etiquette, reports and goals to ensure a comfortable schedule for your office’s
needs!

IMAGINE THIS



C H A P T E R  O N E :  
R O L E  O F  A  S C H E D U L I N G  C O O R D I N A T O R

C H A P T E R  T W O :  
SETT ING THE  STAGE

C H A P T E R  T H R E E :  
NEW PAT IENT  INTAKE

C H A P T E R  F O U R :  
SCHEDUL ING POL IC IES

C H A P T E R  F I V E :  
SCHEDUL ING TEMPLATE

C H A P T E R  S I X :  
HOW TO PROPERLY  SCHEDULE

C H A P T E R  S E V E N :  
DIFF ICULT  APPOINTMENTS

C H A P T E R  E I G H T :  
MISSED APPOINTMENTS

C H A P T E R  N I N E :  
MORNING MEET INGS

C H A P T E R  T E N :  
GOALS AND REPORT ING

SECRETS      SCHEDULING 


