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DATA ENTRY CLERK
Accurate / Dependable / Time-efficient
SUMMARY: Accomplished professional with 8+ years’ experience in data entry and related tasks. Solid track-record of completing assignments timely and precisely. Demonstrated ability to meet deadlines and exceed goals. Committed to maintain confidentiality of data. Typing speed 60 WPM with accuracy.
• Strong background in performing data entry processes into predefined databases
• Able to translate critical information for inputting accurately into database programs
• In depth knowledge of transcribing dictations and preparing correspondence

CORE COMPETENCIES
	● Analyzing Information
	● Discrepancies Resolution
	● Source Data Preparation

	● Data Verification
	● Optical Scanner
	● Alphabetic/numeric Input

	● Database Backup
	● Confidentiality
	● Data Program Techniques

	● Information Sorting
	● Attention to Detail
	● Duplication Elimination



PROFESSIONAL EXPERIENCE
Source HOV, Cincinnati, OH                                              March 2006 – Present
Data Entry Clerk
• Prepare data for inputting into databases
• Input data in an accurate and efficient manner
• Verify accuracy of information prior to keying
• Corroborate data accuracy after performing data entry procedures
• Update records and information in the database
• Compile statistical data for analysis purposes
• Retrieve data for informational purposes as directed
• Compare entered data with the source documents
• Process forms as directed
Key Achievements
• Reorganized the data entry procedures of the company by introducing “Accurate Tutor” resulting in time efficiency and data accuracy
• Awarded the Comp Award for continuously meeting set targets following efficiency and accuracy
ABC Company, Cincinnati, OH                                              Feb 2005 – Jan 2006
Data Entry Intern
• Sorted information needed to be keyed in the database
• Took dictation and verified information
• Assisted the data entry clerk with typi`ng activities
• Compile and review data for inputting purposes
• Scanned documents and processed various forms

EDUCATION
GED | ST LOUIS COMMUNITY SCHOOL, Cincinnati, OH  – 2005
ADDITIONAL STRENGTHS
• Familiar with records management procedures and systems
• Able to maintain confidentiality of information
• Effective written and oral communication skills

