Susan Crook
4725 E  129th Place
Thornton, CO  80241
720-810-1546
Scrook8@earthlink.net


2006 – Present 
Able Planet Incorporated - Executive Administrator to CEO/President.  Start-up privately held company.  Office management position.  Assisted CEO through tremendous growth period growing the company from 3 employees to now 20.  First year sales in 2007 with 3 products – now over 50 SKU’s and $20M in sales for 2011 and 31 Consumer Electronics awards.  UPC coding and packaging edification.  Performed all HR functions – Hiring, firing, interview process and payroll reporting to PEO.  Managed Customer Service Department – creating reporting processes to department managers on customer calls and product quality.  Expense report verification for authorized/unauthorized charges.  Work with Sales and Marketing department on trade shows.  Attend and take charge of shows from booking the booth, arrange travel and lodging, to securing product, equipment, and personnel are in place – set up to tear down – have done it all.  Sales order processing, purchase orders to manufacturers abroad and tracking on-time deliveries.  Support VP Finance in cash flow reporting and payment schedules.

2004 – 2006
Odin Medical – Office Manager
Small US based  start-up office for large medical device manufactured in Israel that isolates, detects and treats tumors of the brain.  Handled Customer Service, Logistics, scheduled installations and training.

2003 – 2004
Mountain Sales and Service – Inside Sales/Support Rep
Manufacturer rep for restaurant and bar equipment, microwaves, refridgerator/freezer systems, stoves, ice machines, coolers.  Did field demos with the smaller, portable products.  Organized and participated in food and beverage tradeshows.  Customer Service, sales reporting and sales orders.  Worked with manufacturers on availability of inventory as well as delivery for installation.

2001 – 2002
Medical Dynamics – Customer Service Rep
Start-up company based out of San Francisco - performed all aspects of customer service, data entry, sales orders.  Developed marketing/sales specification sheets for Walkcare product that prevented and treated Deep Vein Thrombosis (DVT).  Managed call center personnel following TV commercial airings, providing scripts for callers.  Tracked airing of commercials and did follow-up reporting.


1999 – 2001
UltraGuide – Office Manager
Small start-up medical equipment company for fine needle biopsies.  Worked with sales and service, scheduling demos and installations.  All HR functions, trade show organization and participation.  Many logistic functions.

1993 - 1999
Fischer Imaging – Administrative Assistant
Administrative Assistant to VP of Sales.  Created and kept sales activity reports for 20 plus reps across the US.  Worked with travel agency to book and schedule all rep travel as well as that for VP’s.  Organized national sales meetings in locations such as Vegas, Camel Back in Scottsdale, Colorado Springs and Atlanta.  Made all arrangements for entire team to travel to RSNA in Chicago each year.  Organized the booth – assisted in layout, shipping, schedule of booth personnel.  Participated in set up, tear down and logistics during the week long show, including equipment demonstrations.   Received and validated expense reports from field reps.

1988 – 1993
Presbyterian/St. Luke’s Hospital – Administrative Assistant
Administrative assistant to the Director of Nursing.  Attended and took minutes of Section meetings including Orthopedics, Cardiology, Infection Control, QA and more.  Would arrange for breakfast for up to 30 nurses, doctors and department heads in attendance.  Assisted 8 nurse managers with clerical aspects of their positions; weekly reporting, summarizing their floor/patient status, meeting schedules, planning.  Organized Hospital Holiday parties for hospital executives as well as annual employee picnic.

Worked briefly on the Eating Disorder Unit setting up payment plans through intake interviews and eventual collections on plans.  Participated in daily activities of the patients.


Education – Associate of Applied Science for Medical Office Assistance

References and Recommendations upon request.
