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OBJECTIVE                                                                                        
Looking for a position as a Data Entry Processor with Submissions utilizing excellent typing  speed and the ability to correctly enter information in a highly stimulating work environment.
PROFESSIONAL EXPERIENCE
Working as a Data Entry Clerk at “Vision Net” from 2007 to 2012
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.

· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Tests customer and account system changes and upgrades by inputting new data; reviewing output.

Data Entry Skills:

· Organized, Typing, Data Entry Skills, Attention to Detail, Confidentiality, Thoroughness, Decision Making, Independence, Analyzing Information , Results Driven, Energy Level

 Worked as a Front office Executive at “Sainath Events” from Jan 2005 to December 2006.
·  Maintenance of the day to day calls and customer care follow up  with all the  business correspondences.
·  Customer relationship management with all corporate clients
·  Liaison with the customers and service department for scheduling servicing dates and answering customer queries.
EDUCATIONAL QUALIFICATION

· Intermediate Commerce, Bachelore in Arts.
· Diploma in computer Applications.
COMPUTER PROFICIENCY
Proficiency in excel, word, PowerPoint, Internet etc.  
PERSONAL PROFILE

· emale

· Date of Birth: 09-11-1982
· Married
· Language Known :  English, Hindi and Oriya.
.      
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