JACKSON TURNER

. Enrollment Processor

e PROFESSIONAL SUMMARY

Accomplished Enrollment Processor with 10 years of extensive experience
in managing comprehensive enrollment workflows and student
documentation. Skilled in enhancing operational efficiency and ensuring
regulatory compliance while delivering exceptional support to prospective
students throughout their enrollment journey.

&

e WORK EXPERIENCE

Enrollment Processor
WidgetWorks Inc.

# Apr/2018-Ongoing
K Denver, CO

1. Managed comprehensive enrollment processes, ensuring accuracy in
student records and documentation.

2. Facilitated communication between departments to streamline
operations and enhance student experience.

3. Coordinated with the Admissions team to prepare necessary
documentation for new student onboarding.

4. Analyzed enrollment data to identify trends and improve processes,
contributing to a 30% increase in enrollment rates.

5. Maintained compliance with federal and state regulations regarding
student admissions and records.

6. Created and implemented training materials for new staff on enrollment
procedures and software usage.

7. Utilized software tools to track and manage student enrollment inquiries
and applications.

Enrollment Processor
Silver Lake Enterprises

£ Apr/2015-Apr/2018
K Seattle, WA

1. Reviewed and processed potential student transcripts for accuracy and
compliance with enrollment criteria.

2. Managed new student records, ensuring all documentation was complete
and up-to-date.

3. Prepared and organized necessary documents for weekly enrollment
reviews and audits.

4. Processed incoming applications and transcripts efficiently, maintaining
a high level of accuracy.

5. Provided exceptional customer service by answering inquiries and
assisting visitors with enrollment-related questions.

6. Executed filing and data entry tasks to maintain organized student
records.

&) EDUCATION

Bachelor of Arts in Education
University of Springfield

B8 Apr/2012-Apr/2015
X Santa Monica, CA

Focused on student services and enrollment management.

Powered by Q Qwikresume

support@qwikresume.com
(123) 456 7899

Los Angeles

© © ¢ (g

www.qwikresume.com

Q s«iLs

Advanced Microsoft Office Skills

&

Strategic Planning And Coordination

=
H

Database Management

H

Quality Assurance

=
!

Software Proficiency

=
H

Analytical Skills

@ INTERESTS

& Podcasts @ Language Learning

JJ Dancing &% Cycling

@ STRENGTHS

/ Intuition Wl & Leadership [l @ Listening

&+ Mentorship

LANGUAGES

'80%) '80%, '80%’

English Swahili Italian

€) ACHIEVEMENTS

“f¢ Successfully streamlined the enrollment
process, reducing processing time by 30%.

* Implemented a new tracking system for
student records, improving accuracy by 25%.
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