
Robert Smith 
Credentialing Associate

PERSONAL STATEMENT

To obtain a Credentialing Associate, responsible for Scheduling 
appointments with clients, Confirming client eligibility and availability, 
Conducting interviews with potential new hires, and also Processing 
applications for new hires and existing staff members, Ensuring that staff 
are properly trained in our process, Maintaining office calendar.

WORK EXPERIENCE

Credentialing Associate
ABC Corporation -   November 2008 – September 2009 

Responsibilities:

 Worked with vendors to manage credentialing.
 Verified professional credentials.
 Managed online verification process for employees, customers, and job 

applicants.
 Developed and maintained a database of professional credentials.
 Responded to customer inquiries about credentials.
 Maintained information in the credential database.
 Researched and updated information in the credential database as 

needed.

Credentialing Associate
Delta Corporation -   2006 – 2008 

Responsibilities:

 Provide guidance on legal requirements such as tax laws, privacy laws, 
etc.

 Provide education on topics related to employee credentials (e.g., 
security awareness training).

 Maintain internal records related to.
 Develops, evaluates, and distributes content on credentialing programs 

and educational institutions to ensure that they are accurate, relevant, 
timely, and accessible to a diverse audience.

 Works with external partners such as academic institutions, professional
organizations, industry associations, government agencies or other 
organizations to ensure that information is reliable, current and 
accurate.

 Identifies potential new sources of revenue by partnering with others in 
the industry or seeking opportunities with government entities or other 
third parties.

 Works closely with digital marketing teams to establish strategic 
marketing plans for each program.

Education

MS
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SKILLS

Managing, Office 
Management, Database 
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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