Patrice Crews
 (720) 675-5859 • crewspatrice22@yahoo.com


SKILLS

Multi-line phone system
· Highly organized and efficient, with proven ability to prioritize and handle multiple projects 
· Self-directed, service-oriented, and energetic
· Computer skills: MS word, Excel, Power Point, Internet Research
· Maintenance of correspondence
· Conflict resolution
· Effective teamwork skills with the ability to work independently
· Good Listening Skills




EXPERIENCE

Springwood Retirement Campus
Weekend Manager PRN
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· Performs opening and closing procedures
· Collects and deposits rent checks and files away accordingly.
· Ensures that all brand standards are being maintained in each area of the property.
· Ensures all team members meet or exceed all brand requirements.
· Provides a safe working environment in compliance with OSHA/MSDS.
· Extends professionalism and courtesy to residents, associates and family members at all times.
· Answers and address in my means associates, residents or family members concerns


Village at Lowry Retirement Community 
Lead Concierge		
2011-2013

· 
· Coordinated and organized all associates events.
· Completed or assisted with special projects for HR Manager.
· Maintained associate and Resident files
· Provided administrative support for the business office manager.
· Processed ordered for all necessary equipment and supplies. Ordered within budgetary guidelines and maintained inventory control.
· Promoted meaningful relationships, knowledge of services, and brand through engaging and informing conversation with potential clients and vendors. 
· Submitted invoices to accounts payable for administration.
· Maintained and updated all informational/emergency logs. 
· Received and distributed mail.
· Collected rent checks and filed away accordingly. 



Heritage Club Mountain view 
Community PRN 
2013-2014
· 
· Completed or assisted with special projects for HR Director.
· Assisted/Filed away associates personnel files. 
· Received and distributed mail.
· Answered and transferred calls for community.


Metro Community Provider Network                            
Dental/Front office Assistant		 	
2010 – 2011
· 
· Scheduled appointments
· Managed front office.
· Maintained filing/scanning systems and internal/external correspondence.
· Verified  insurance coverage
· Collected payments from patients and reconcile accounts.



Improv Comedy Club 
Ticket Booth Manager		
2008 - 2010
· Performed opening and closing shift duties.
· Resolved customer disputes
· Processed cash, credit cards and checks
· Performed cash reconciliations and bank deposits.
· Maintained internal/external correspondence


Smile High Pediatric Dental Clinic 
Dental Assistant		
2005-2007

· Customer service
· Filed, scheduled appointments, and verified insurance coverage
· Assisted with patient treatment/procedures


EDUCATION 
Pima Medical College 
Dental Assistant Diploma, 2004                                 	

· CPR Certified, HIPPA Certificate, Radiology Certificate, OSHA/Infectious Control Awareness

Manual High School High School Diploma, 2003                  
