
Enrollment Counselor/Coordinator

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

The position should be conducive to professional growth, where an effective individual can 
advance while contributing to the company objectives. Highly dedicated and self-motivated, with 
a proven ability to adapt to new and challenging responsibilities and become a productive team 
leader and contributor.

Skills

Financial Funding, Troubleshooter, Counseling/Advisor, Leader, Detail Orientation, Liaison, 
Administrator, And Case Management, Recruitment, Financial Services.

Work Experience

Enrollment Counselor/Coordinator
ABC Corporation  2003 – 2007 
 Responsible for assisting future graduates in achieving their goals through education.
 Enrolled potential students seeking to receive their Associates, Bachelors and Master degrees 

for online and ground campus degree programs.
 Contacted potential students to find their motivation to complete their degree as well as 

marketing the program to students and qualifying them for enrollment in the university.
 Conducted telephone interviews with all potential students to set an interactive face-to-face 

campus interview, as well as enrollment of students for online degree programs.
 Conducted personal interviews to qualify potential students while informing the student of the

universitys academic programs, financial process and advice on what procedures that is 
needed to be met, in order to qualify for the universitys admissions requirements.

 Planned, developed and made use of all marketing and recruiting tools to introduce the 
university to the prospective student.

 Carefully addressed all students concerns to ensure they made an informed decision in 
choosing a program that will fit their future goals.

Enrollment Counselor
ABC Corporation  2001 – 2003 
 Work with the uninsured and underserved clients to assess eligibility with programs that 

provide medical coverage.
 Work in multiple clinic locations as well as at the Navigation Center.
 Have an intimate knowledge of medical benefits and program eligibility including the 

insurance offered through the Marketplace, Medicaid, CHIP, Wilcocare, MAP and local county 
indigent programs.

 Assisted patients through the enrollment process including eligibility screening, program 
application, document collection and eligibility follow-up.

 Through a Marketplace project, worked in conjunction with Seton Family of Hospitals at SMCW,
SNW and SMCA to screen and enroll uninsured inpatients within the hospital setting into the 
insurance plans offered through the Marketplace during Open Enrollment.

 Had the highest number of enrollments in the Marketplace in my department.
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 Certified Application Counselor through LSCCs agreement with CMS..

Education

BS in Management - 2009(University of Phoenix)
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