Job Summary:

As a Data Entry Operator, you will be responsible for entering, updating, and managing data in
various computer systems and databases. Your role is essential to ensure that all data is accurate,
organized, and up-to-date for the smooth operation of the business.

Key Responsibilities:

Data Entry: Accurately input data from various sources such as paper documents,
spreadsheets, or online forms into computer systems or databases.

Data Verification: Review and verify data for errors, inconsistencies, and completeness,
ensuring all entries are correct.

File Organization: Organize and maintain files, ensuring that data can be easily accessed and
retrieved when needed.

Database Management: Update and maintain company databases with current information.
Ensure records are stored and archived according to company procedures.

Data Quality Assurance: Conduct regular audits of the entered data to ensure its integrity
and accuracy.

Reporting: Prepare and generate reports based on data analysis or as requested by
managers.

Document Management: Convert physical documents into digital formats and ensure proper
classification.

Collaboration: Work with other team members or departments to resolve data issues or
discrepancies.

Confidentiality: Maintain the confidentiality of sensitive or proprietary data and adhere to all
privacy and security regulations.

Qualifications:

Education: High school diploma or equivalent required. Some positions may prefer an
associate’s degree or certification in a related field.

Experience: Previous experience in data entry or administrative roles is preferred but not
mandatory.

Skills:
o Fast and accurate typing skills.
o Proficiency in data entry software and Microsoft Office Suite (Word, Excel, etc.).
o Strong attention to detail and ability to catch errors.
o Basic knowledge of database systems and document management.
o Ability to maintain confidentiality and handle sensitive information.
o Strong organizational and time management skills.

o Excellent communication skills for collaborating with team members or departments.



