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Kamya
Kamya.325978@2freemail.com 
PROFESSION:  DATA ENTRY OPERATOR  

Career Objective
I am passionate, dynamic and professional Data Entry Operator. I extremely pride myself on my ability to deliver extraordinary level of my services and provide creative solutions to the Corporation. I am seeking a   Data Entry Operator job in a growth oriented Corporation that allows me to showcase my potential and experience.

Professional skills summary  

· Fast rate Typing Speed of 45 wpm with outstanding accuracy. 

· Skilled in Microsoft office applications; excel, word, PowerPoint and access. 

· Excellent command over written and spoken English, vocabulary, spelling, numerical calculations and punctuation.

· Ability to understand and execute oral and written instructions.

· Skilled in maintaining complex records and reports.

· Excellent organizational and time-management skill.

· Ability to prioritize job according to importance.

· Computer Software and Hardware installations along with configuration proficiency.

· Secretarial competence equipped with internet savvy.
· Specialist in website and database design.

Professional Work Experience:

Data Entry Operator
University of Business School – Uganda – Kampala 2009 - 2011
· Entered data into computer using designed form interfaces as well as saving it in databases.

· Typed all necessary files such as dissertations, reports and research works as instructed by the supervisor.
· Making prints of hardcopy to customers according to the instruction.
· Drafted reports, letters, and emails as per instructions.

· Scanning, laminating and photocopying important documents to send along with reports.

· Distributed important information through emails and posting hard copies on the notice board for employees' reference.

· Kept record of scheduled appointments.

· Providing information about company's services to customers.

· Filed records and verifying business information.

· Maintained customer confidence and protects operations by keeping information confidential.

Data Entry Typist
Upgrade Systems Limited, Uganda – Kampala 2008 - 2009

· Performed all general office duties as instructed by manager.

· Typed oral and written instructions into the computer.

· Prepared daily reports using Microsoft Word.

· Designed certificates and identity cards.

· Typed forms, contract details.

· Made necessary changes or corrections and maintain extreme confidentiality.  

· Typed petty cash expense reports, purchase orders and internal mail.
· Organized business documents in systematic order.

· Attended meetings, typed and filed the minutes.

Personal character
· Persistent but ethical approach towards winning new clients.

· Having optimistic outlook towards sales.

· Good at building a rapport with people.

· Having a naturally competitive nature.

· Ability to work on own initiative or as part of a team.

· Friendly personable manner.

· Passionate about the quality of work.

· Excellent independent judgment.

· Strong client facing skills.

Professional Academic Qualifications 

Aptech Computer Education University Worldwide – Kampala (U)                                                                                                                     2003- 2006: Diploma in Information Systems Management.

Advanced Diploma in Software Engineering 
Uganda Martyrs Secondary School – Kampala (U)
2000-2001: Uganda Advanced Certificate of Education.
Central Academy Secondary – Kampala (U)
1996–1999: Uganda Certificate of Education. 

Hobbies and interests

· Sports like; watching golf players, football, cricket and volleyball.

· Learning a head of what I know.

· Being creative.

