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	GAYATHRI 
GAYATHRI.354017@2freemail.com  
Position applied: DATA ENTRY CLERK
Email 
: 





Carrier Objective

Looking for a position as a Data Entry Clerk with Submissions utilizing excellent typing speed and the ability to correctly enter information in a highly stimulating work environment.

PROFILE
Skillful data entry clerk, completed varied clerical assignments, provided valuable customer care services, and performed administrative assistance tasks throughout career in office environment, with excellent office organizational management skills. 

· 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.

· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.

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

· Contributes to team effort by accomplishing related results as needed.

SUMMERY OF SKILLS
Key capabilities include:
Office Tools & Customer Services
· Typing speed for data entry: 80-90 wpm
· Computer Literacy: Computer operations, related software and office equipment – MS Office (Word, Excel, PP, Outlook), scanners and printers.

· Front desk interaction via phone, email, letters and in person.

Core Strengths
· Good communication skills – verbal and written.

· Coordination and organizational abilities.

· Top listening skills.
KEY ACHIEVEMENTS
· Proficient in maintaining files and records in a safe and confidential manner
·  Skilled in sorting and distributing mail to intended recipients within the organization, and ensuring that outgoing mail is expedited
· organizational and planning skills

· teamwork

· communication skills

· data collection and management

· attention to detail

· problem-solving

· confidentiality

· reliability
Summary of Experience
· Worked as an  DATA ENTY OPERATOR in NIIT LTD. INDIA( June 2010- May 2013)
· Insert customer and account data by inputting text based and numerical information from source documents within time limits

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Research and obtain further information for incomplete documents

· Apply data program techniques and procedures

· Generate reports, store completed work in designated locations and perform backup operations

· Scan documents and print files, when needed

· Keep information confidential

· Respond to queries for information and access relevant files

· Comply with data integrity and security policies

· Ensure proper use of office equipment and address any malfunctions
· Worked as a OFFICE CLERK AND DATA ENTRY OPERATOR in Government Women ITI, Chengannur ,Kerala, India (July 2014-July 2015)
· Perform general data entry using SAP, Microsoft Excel and Word.
· Input data into a variety of computer programs with pace and correctness
· Perform a wide variety of secretarial tasks in support of the business
·  Answer phones and create notifications in the system
· Contact with internal and external customer.
· Prepared payroll reports, answered emails/phone queries and worked on billing issues.

· Worked on office computers and other equipment as needed – Printed reports and documents, and typed as needed for payroll department.

· Assisted various departments in sorting out queries by providing them with accurate, correct information.

· Maintained accurate records of the files and payments made for the services and rendered them for office use – Provided the required files on demand to different levels of managers.

· Made arrangements for storage of important office stocks and equipment – Ordered supplies whenever necessary and maintained records of stock.
ACADEMIC QUALIFICATION
· Diploma in Computer Engineering from State Board of Technical Education, Kerala(2009)
· PLUS TWO from Board of Higher Secondary Examination, Kerala(2006)

· SSLC from State Board of Public Examination, Kerala(2004)
TECHNICAL QUALIFICATION
· Computer Application in Office Automation
· Microsoft Access

· Microsoft Word, Microsoft Excel and Microsoft Power Point.

Languages Known

English, Hindi and Malayalam

Personal Details
Nationality

:
Indian

Date of Birth 

:
28th  December 1988

Marital Status

:
Married 


Visa status

:
Husband Visa 
Declaration

I hereby declare that above furnished data are true to the best of my knowledge.
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