

Data Entry Resume
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Your Phone Number]
[Your Email Address]

Objective:
Dedicated and detail-oriented data entry professional with a proven track record of accurately and efficiently managing large volumes of data. Seeking a challenging data entry position to leverage my skills in data analysis, attention to detail, and proficiency in data management software.

Summary of Qualifications:
- Proficient in data entry software and Microsoft Office Suite (Word, Excel, Outlook)
- Strong typing skills (XX words per minute) with high accuracy
- Excellent attention to detail and data quality assurance
- Experience in data validation, data cleaning, and error identification
- Ability to work independently and collaboratively within a team
- Strong organizational and time management skills

Professional Experience:

Data Entry Specialist
XYZ Company, Anytown, USA
[Month, Year] - [Month, Year]

- Entered, verified, and maintained accurate data records into the company's database
- Conducted data validation, cleaned, and corrected erroneous entries to improve data quality
- Assisted in data analysis and generated comprehensive reports for management
- Collaborated with cross-functional teams to ensure data consistency and integrity
- Achieved an average of 99.5% data accuracy rate during my tenure

Data Entry Clerk
ABC Corporation, Anytown, USA
[Month, Year] - [Month, Year]

- Transcribed and inputted large datasets from various sources into the company's database
- Conducted routine data quality checks and resolved discrepancies as needed
- Assisted in maintaining and updating data entry procedures and guidelines
- Collaborated with department managers to streamline data workflows
[image: C:\Users\user\Dropbox\Single Fighter\Posting\templatenum.com\templatenum.png]- Maintained an average data entry speed of XX words per minute with XX% accuracy

Education:

Associate of Science in Business Administration
Anytown Community College, Anytown, USA
[Year of Graduation]

Certifications:
- Data Entry Professional Certification (DEPC)
- Microsoft Excel Specialist

Skills:
- Data Entry
- Data Validation
- Data Quality Assurance
- Microsoft Office Suite
- Data Analysis
- Typing (XX words per minute)
- Attention to Detail
- Organizational Skills
- Time Management

References:
Available upon request.
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