
Robert Smith
Junior Admissions Representative

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A focused individual who is driven to improve quality, effectiveness and efficiency through 
personal contribution, all while utilizing keen problem-solving skills and a team approach to drive 
improvements. My work experience has provided me with a wide range of abilities that includes a 
great amount of knowledge and expertise in areas such as sales, customer service, banking, 
insurance licensing, legal contractual obligations, recruitment, and college admissions.

SKILLS

Skills and abilities include vast knowledge of Microsoft Office programs; supervision and 
mentorship experience; ability to verbally communicate with persons inside and outside the 
organization; graphing and image technology; teamwork and social skills; Image now experience;
and the ability to analyze, plan, organize, and prioritize work.

WORK EXPERIENCE

Junior Admissions Representative
ABC Corporation  July 2015 – May 2016 
 Monitored goals for each advisor to verify daily, monthly, and yearly goals were being met.
 Prepared and taught training sessions for advisors based on various areas of business.
 Conducted potential employee interviews with human resources &amp; helped trained new 

employees &amp; mentored team members completed performance evaluations; terminated 
employees or staff, when necessary managed, informed and counseled students on degree 
progress focused on graduation maintained direct contact with assigned students to monitor 
attendance and academic progress.

 Discussed and supported the student as she/he resolved student issues that occur in the 
classroom environment; worked with students experiencing academic difficulty or in other 
areas by helping them to develop and implement student action (success) plans.

 Identified students at-risk for academic failure and developed and implemented strategies to 
drive student success.

 Assisted students in filing academic, financial, and/or medical appeals.
 Successfully multi-tasked, handled competing priorities, and worked independently and as a 

part of the team.

Academic Assistant
ABC Corporation  July 2013 – December 2014 
 Record information into a database and follow-up with applicants to update statuses and 

answer any new questions.
 Additionally, may explain academic programs and answer any inquiries regarding 

applications, enrollment, courses and financial aid.
 Assisting prospective students in choosing a course of study by discussing their interests and 

abilities.
 Meet with potential students to determine acceptance into the school program of choice.
 Significantly increased number of applicants for various programs by distributing marketing 

materials and attending networking events.
 Established and cultivated key relationships with organizations, corporate clients, and the 

community.
 Helping potential students to assess their skills, education and career goals.
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EDUCATION

Bachelor Of Arts in Pre-Law - (Indiana University Of Pennsylvania - Indiana, PA)Business 
Administration / Marketing - (Dade College - Miami, FL)

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/free-resume-template-usage-guidelines/
https://qwikresume.com/resume-samples/

	SUMMARY
	A focused individual who is driven to improve quality, effectiveness and efficiency through personal contribution, all while utilizing keen problem-solving skills and a team approach to drive improvements. My work experience has provided me with a wide range of abilities that includes a great amount of knowledge and expertise in areas such as sales, customer service, banking, insurance licensing, legal contractual obligations, recruitment, and college admissions.
	SKILLS
	Skills and abilities include vast knowledge of Microsoft Office programs; supervision and mentorship experience; ability to verbally communicate with persons inside and outside the organization; graphing and image technology; teamwork and social skills; Image now experience; and the ability to analyze, plan, organize, and prioritize work.
	WORK EXPERIENCE
	Junior Admissions Representative
	ABC Corporation - July 2015 – May 2016
	Academic Assistant
	ABC Corporation - July 2013 – December 2014

	EDUCATION

