JAMES CLARK
Eligibility Assistant
& support@qwikresume.com % (123) 4567899 9 Los Angeles

@ www.qwikresume.com

e PROFESSIONAL SUMMARY

Resourceful Eligibility Assistant with 2 years of experience in
processing client applications and verifying compliance with
regulations. Skilled in conducting client interviews and managing
documentation to ensure accurate eligibility assessments. Eager
to enhance client support and streamline processes for
improved service delivery.

9 WORK EXPERIENCE

Eligibility Assistant £ May / 2024-Ongoing
Quantum Solutions LLC X Phoenix, AZ

pa—

. Utilized computer systems for database management and
client casework.

2. Provided customer support by answering inquiries and
troubleshooting issues.

3. Operated various office equipment efficiently to support daily
operations.

4. Delivered attentive service to clients, ensuring a positive
experience.

5. Scheduled and confirmed appointments, optimizing client flow.

6. Reviewed documentation for accuracy to maintain high
standards of service.

7. Implemented procedural improvements to enhance clerical

staff productivity.

Eligibility Assistant £ May / 2023-May / 2024
Crescent Moon Design X Portland, OR

—_—

. Checked in clients and processed applications, ensuring
compliance with eligibility standards.

2. Provided high-quality customer service through effective
communication and interpersonal skills.

3. Managed client relations, fostering strong relationships with
contractors and brokers.

4. Maintained accurate client files and generated reports as
needed.

5. Verified data accuracy before entry into the system, ensuring
reliability.

6. Tracked daily activities and maintained logs of completed

tasks.

€9 EDUCATION

Associate of Applied Science in gg May [ _May/
Human Services 2022 2023
Springfield Community College ¥ Chicago, IL

Focused on client support and eligibility services in a community
setting.
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