SAMPLE DATA ENTRY CLERK RESUME TEMPLATE
Miles Jefferson,

12, Park Avenue,

Kingston Lane,

Lancashire

PR7 2AA

Mobile Number: 44 3230 9988

Telephone Number: 01239 876543
Career Objective
With more than three years of experience in this field, I would like to explore new areas of data entry jobs and become more proficient in the use of other industry specific database software. A good company that is growth oriented is what I am looking for.
Educational Background
Masters in Business Administration, currently pursuing

Bachelor of Arts, 2006
Work Experience

2007-Present: Data entry clerk, Growth Inc.
Responsibilities
· Processed and entered large amounts of data for accounting firm

· Handled software related to accounts and payroll

· Reviewed and corrected mistakes in data entry

· Compiled spreadsheets from assorted data
2005-2006: Administrative Intern, Toys for you
Responsibilities
· Handled customer queries

· Processed invoices

· Entered invoice data

· Handled inventory of toys

· Checked data entered for any problems

· Processed mails in response to queries

· Involved in setting up customer care processes
Skills
· Fast typist

· Proficient in software

· Proficient in MS office, Page Maker, Dream Weaver, FoxPro, and some HTML coding

· Good inter personal skills

· Good team player

· Bilingual in English and Spanish

· Ability to grasp and deliver fast
Achievements
· Involved in setting up customer care processes

· Compiled spreadsheets from raw data
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