Crystal Ritchie
Scheduler - Hospital Consults
Littleton, CO
ritchiec22@aol.com - 720.376.2103
WORK EXPERIENCE

Altitude Family & Internal Medicine
March 2014 to Present 
I have worked for Altitude for a little over 6 months now. I have scheduling, Billing, Multi lined phones, Check in, Check out, Helping out when the Medical Assistants need help, Fax sorting, Medical Records,  ETC. I love the patient relationships that I have gained and patient care has been and always will be my number one. 

Scheduler
Hospital Consults - July 2011 to Present
RMGA July 2011-March 2014
I have worked for Arapahoe GI for over two years now. My number one priority is the patients. I have met
some wonderful people in and out every day working with them so closely. When I first started I worked as a
Scheduler in the back answer phones, scheduling, daily Dr. charts, EMR. I have for the past 6 months worked
at the front desk where I can now work one on one with patients which is more my personality. I love to be
able to work very closely with the patients on a daily basis. Duties at the front desk are Phones, Hospital
Consults, and Scheduling. I also schedule for Executive Health patients as well. Closing duties as well printing
charts and schedules for the following day, Money, Making sure patients are scheduled as leaving, cleaning
the lobby, I have also assisted in helping management with documents as well with calling other PCP offices
to schedule luncheons and other meetings. I have attended lot of meeting as an executive assistant to the
Practice manager as well.

[bookmark: _GoBack]Assistant Manager Receptionist and Colorado Notary
Intelligent Office - Littleton, CO - April 2009 to July 2011
Working for Intelligent Office I had some of the best experience. I worked for over 65 different companies, from
Answering 7 multi lined phones to QuickBooks, Invoicing, Setting up clients phones, emails ETC. Working with
Companies from American Family Insurance to Realtors, Small Charities, Roofing Companies, Lawyers. Met
face to face with clients daily going over new contracts and meeting with smaller companies daily.
patient Coordinator

New West Physicians - July 2008 to February 2009
Answered multi lined phones and assisted patients in setting up appointments. I worked with ELMER. I also
did medical records.
Outdoor Escapes, LLC:
Office Assistant
Assisted the office manager with billing of current and past due customers, Updated customer records and
transactions using quicken 2004. Answered phones in a timely manner to ensure prompt attention to the
customers. Interfaced with installers and customers to accommodate busy schedules and ensure customer
satisfaction. Filed company invoices, Customer records, and tax records.
(OUT OF BUSINESS)
