Enrollment Coordinator

9 PROFESSIONAL SUMMARY

Experienced Enrollment Coordinator with over five years in optimizing
enrollment processes and enhancing client satisfaction. Proficient in
regulatory compliance and stakeholder engagement, driving efficiency
in operations. Keen to leverage my expertise in a progressive
organization dedicated to fostering growth and delivering exceptional
service.

@© WORK EXPERIENCE

Enrollment Coordinator

Blue Sky Innovations

1.

Enrollment Coordinator

Summit Peak Industries

1.

4 Apr / 2021-Ongoing
X Chicago, IL

Oversees the collection and verification of enrollment documents for
clients, ensuring accuracy and compliance.

. Coordinates the setup of client accounts, including entity changes

and system updates.

. Imports and manages data from Sales Tracking to ensure seamless

client onboarding.

. Balances quarterly reports and ensures timely submission of state

returns.

. Reviews and audits previous payroll data to maintain accuracy.
. Collaborates with sales teams to gather necessary documentation

for new client setups.

. Provides training and support for new hires, fostering a collaborative

team environment.

8 Apr / 2020-Apr / 2021

K Denver, CO

Delivered exceptional customer service to prospective volunteers,
enhancing their onboarding experience.

. Managed inquiries and applications for enrollment services, ensuring

prompt processing.

. Provided administrative support to the Home Care Enrollment team,

streamlining application processing.

. Utilized various software tools to manage scheduling and organize

enrollment activities.

. Engaged with clients to explain enrollment benefits and facilitate

program participation.

. Handled prescription referrals and maintained communication with

healthcare providers.

&) EDUCATION

Bachelor of Science in Health

£ Apr / _Apr/
2019 2020

Administration

University of Springfield

X Santa Monica, CA

Focused on healthcare management and policy, with coursework in
enrollment processes and compliance.
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Program Coordination

Lead Generation
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Survey Administration

Training And Development

@ INTERESTS

& Podcasts @ Language Learning

J3 Dancing @ Cycling

@ STRENGTHS

/7 Intuition
@ Listening ll & Mentorship

- LANGUAG ES

OV VU

Swahili

'&‘ Leadership

English Italian

€) ACHIEVEMENTS

{'* Streamlined enrollment processes,
reducing onboarding time by 30%.

f_" Enhanced client satisfaction scores by
implementing feedback mechanisms.
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