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PROFESSIONAL SUMMARY

Seasoned Data Entry professional with 7 years of demonstrated expertise in managing high-volume data entry tasks with
precision. Adept at utilizing advanced software tools to ensure data accuracy and integrity. Passionate about leveraging
my extensive knowledge to optimize processes and elevate team performance.

WORK EXPERIENCE

Senior Data Entry Representative 3 May / 2020-Ongoing
X Santa Monica, CA

1. Executed high-volume data entry tasks with a focus on accuracy and efficiency.

2. Conducted thorough audits of data entries to ensure compliance with company standards.

3. Utilized advanced software for processing and managing customer orders and inquiries.

4. Maintained meticulous documentation of data input processes and results.

5. Collaborated with cross-functional teams to resolve data discrepancies and improve workflows.
6. Managed confidential information with the utmost integrity and adherence to privacy policies.
7. Provided regular reports on data entry performance metrics to management.

Data Entry Representative # May / 2018-May [ 2020
K Denver, CO

1. Monitored daily data entry operations to ensure compliance with quality standards.

2. Provided exceptional customer service through effective communication and problem-solving.
3. Trained team members on data entry protocols and software applications.

4. Processed and reconciled data discrepancies in a timely manner.

5. Assisted in the development of training materials for new employees.

6. Handled multiple phone lines while accurately entering information into systems.

EDUCATION

Bachelor of Science in Information Technology & May / 2016-May / 2018

X Chicago, IL

Focused on data management systems and information processing.

SKILLS

Microsoft Excel Bilingual Communication Record Keeping Data Cleaning

ACHIEVEMENTS

Achieved 99% accuracy in data entry over 7 years, significantly reducing error rates.
Streamlined data entry processes, resulting in a 20% increase in efficiency.

Trained and mentored new staff on data entry systems, enhancing team productivity.
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