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PROFESSIONAL SUMMARY

Detail-oriented Data Encoder with 5 years of expertise in high-

volume data entry and management. Proficient in ensuring data

accuracy and integrity while streamlining processes for efficiency.

Passionate about utilizing analytical skills to enhance data

workflows and contribute to team success in fast-paced

environments.

WORK EXPERIENCE

 Jan / 2022-Ongoing



Data Encoder

Quantum Solutions LLC Phoenix, AZ

1. Encoded and managed large volumes of data with a focus on

precision and efficiency.

2. Reviewed and verified data entries to maintain accuracy and

compliance with standards.

3. Utilized data management software to streamline data entry and

retrieval processes.

4. Collaborated with team members to enhance workflow efficiency

and resolve data discrepancies.

5. Maintained documentation and reporting for data integrity and

audit purposes.

6. Trained new staff on data entry protocols and best practices.

7. Conducted regular audits of data to ensure adherence to quality

standards.

 Jan / 2020-Jan / 2022



Data Encoder

Summit Peak Industries Denver, CO

1. Performed data entry and management tasks in accordance with

established guidelines.

2. Assisted in organizing and coordinating data-related meetings

and project workflows.

3. Handled inquiries regarding data requests and provided timely

responses.

4. Supported the preparation of daily and monthly production

reports for management review.

5. Ensured the accurate delivery of documents and data to various

departments.

EDUCATION


Jan /
2018

-
Jan /
2020



Bachelor of Science in Information

Management

Springfield University Toronto, ON

Focused on data management, analysis, and information systems.

SKILLS

Data Analysis Software

Data Migration

Information Management

Basic It Skills

Spreadsheet Management

INTERESTS

 Scuba Diving  E-sports

 Reading Fiction  Puzzle Solving

STRENGTHS

 Stewardship  Teamwork

 Tenacity  Vision

LANGUAGES

English Polish German

ACHIEVEMENTS

Achieved 99% accuracy in data

entry tasks, significantly improving

data integrity.

Streamlined data entry processes,

reducing turnaround time by 20%

and enhancing overall productivity.
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