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O sKiLLs

Data Formatting

Data Quality Assurance

Data Analysis Skills

Data Validation

Record Keeping

@) INTERESTS

#° DIY Projects &< Crafting

O Meditation 1ii History

€ STRENGTHS

@ Insightfulness

LANGUAGES

English Japanese

German

€) ACHIEVEMENTS

“fr Achieved 98% accuracy rate in data
entry tasks, enhancing operational
efficiency.

“fy Streamlined data processing
workflows, reducing entry time by
30%.
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e PROFESSIONAL SUMMARY

With 5 years of dedicated experience in data encoding and management, |
excel in ensuring accuracy and efficiency in data entry processes. My
strong attention to detail and commitment to data integrity drive my ability
to optimize workflows, ultimately enhancing overall productivity and
supporting organizational goals.

© WORK EXPERIENCE

Data Encoder
WidgetWorks Inc.

8 Jan [ 2022-Ongoing
K Denver, CO

1. Encoded and maintained accurate data files, ensuring high levels of
integrity.

2. Organized and processed documents, preparing reports to support
operational functions.

3. Managed purchase orders and coordinated weekly supplier
communications via email.

4. Participated in training sessions for new project guidelines and best
practices.

5. Protected sensitive information by adhering to confidentiality protocols.

6. Generated and affixed labels for outgoing correspondence to ensure
proper delivery.

7. Conducted regular audits to verify data accuracy and completeness.

Data Encoder
Silver Lake Enterprises

& Jan [ 2020-Jan [ 2022
X Seattle, WA

1. Directed and relayed telephone communications, ensuring prompt
responses.

2. Facilitated invoice processing by collecting and organizing electronic
data.

3. Executed data entry tasks for patient records, enhancing healthcare
documentation accuracy.

4. Collaborated with finance teams to compile and analyze financial
statements.

5. Maintained organized filing systems for easy retrieval of critical
documents.

€3 EDUCATION

Bachelor of Science in Information Jan / Jan/

Technology 2018 2020
Tech University ¥ santa Monica, CA

Focused on data management and systems analysis, equipping students
with essential skills for data-related roles.
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