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Our growing company is looking for an enrollment analyst. Thank you in advance
for taking a look at the list of responsibilities and qualifications. We look forward

to reviewing your resume.

Responsibilities for enrollment analyst

¢ Analyzes and queries data

» Data mapping, including the creation of file specifications

e Testing, including the creation of test plans, test scenarios, test data and
understanding of outcomes

e Mentors customers and peers

e Communicates internally and externally with all levels of employees including
senior management

e Interacts with all areas of Information Technology software vendors

e End-to-end ownership of assigned initiatives — requirements through
implementation

o Keeps current with industry trends and state/federal compliance initiatives

 Participates in vendor and industry user groups

e Establish and maintain membership data via electronic eligibility files

Qualifications for enrollment analyst

e Minimum 5 years experience with MS Office Suite(Word, Excel, Visio, Access)

» Experience building enrollment cases (preferred)

e Technically proficient with enrollment systems, including the ability to oversee
the design, development, and creation of presentation screens, rate tables,
benefits statements, and enrollment forms

o Excellent presentation, oral, written, and interpersonal communications skills

to effectively interact and negotiate with internal/external customers and all



e Ability to multi-task, meet firm deadlines, and work independently or in
groups

e Proficient at the intermediate level with Microsoft Project and MS Office
Suite, including Word, Excel, PowerPoint, and Outlook



