
Robert Smith 
Sr. Admissions Supervisor

PERSONAL STATEMENT

Admissions Supervisor leads and oversee the operations of the Front Gate, 
Seasons Pass and Guest Relations.

WORK EXPERIENCE

Sr. Admissions Supervisor
ABC Corporation -   January 2013 – August 2014 

Responsibilities:

 Supervised other team members.
 Maintained and helped guests with lockers and the parking lot.
 Act as a supervisor in guest relations with any problems and concerns.
 Maintained lost and found and database.
 Conducted birthday parties and tours of the pier including driving to 

another location to pick-up cupcakes.
 Assisted with the cash room, including counting money, making bags 

and boxes for other admission employees.
 Attended morning MOD meetings, answering phones, and any other 

task asked of.

Admissions Supervisor
Delta Corporation -   2010 – 2013 

Responsibilities:

 Augusta, Georgia.
 Coached and developed staff of 60 Admissions Advisors to meet daily 

KPIs Increased average down pay from $50 - $100 within 60 days 
Processed daily, .

 As an Admissions Supervisor I am directly responsible for effectively 
managing &amp; monitoring a 20+ team of Patient Intake Specialists 
who handle the .

 Successfully manage representatives handling high volume, inbound 
&amp; outbound calling, and coordination with patients, patient 
families, referrals, MD .

 Duties and Responsibilities as an Admissions Supervisor include but are 
not limited to the following Oversee, coach, train, mentor &amp; 
develop Patient .

 Managed patient registration/admissions staff of 12 employees.
 Provided continuous training and educated staff on policy and 

procedure changes.

Education

Associate of Science - August 2009(Galveston College - Galveston, 
TX)
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CONTACT DETAILS
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www.qwikresume.com

SKILLS

Customer Service, 
Operations 
Management.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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