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Data entry supervisor with over 10 years of experience in the health industry. Proficient in processing accurate and error free forms and documents. Ability to read, understand and analyze the data for further processing. Sufficient knowledge of office administration and proficient in developing data entry strategies to improve efficiency and accuracy. Proven ability to synergize large amounts of information from multiple sources and to convert them into readable form. 
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	Work Experience:
DATA ENTRY SUPERVISOR ABC COMPANY
My key roles in this job were:
· To overlook data entry, prepare reports and process data into meaningful information.
· To explore security vulnerability in data systems to mitigate risks.
· To analyze data entry systems and prepare recommendations for system improvement.
· To offer leadership, guidance and direction in data entry.
· To assist in the development of dynamic data entry plans.
· To monitor systems and technology to allow support for data entry and customer support requirements.
· To plan daily and weekly services activity and adjust strategies to achieve the targets.
Communication:


Reference:
Mr. XYZ working at [Company Name]
	Key Skills/ Objectives:
Key skills are:
· To assure accurate and timely data entry.
· To draft policies and procedures for efficient system to reduce mistakes.
· To introduce latest technology to mitigate the risks.
· To improve the profit margins by improving operational and business efficiency.
· To reduce labor costs, operational cost, technology cost and infrastructure cost by data entry.
Technical Skills:
· Proficiency in Resource enterprise planning.
· Strong skills in strategy planning.
· IT skills.
Core Competencies:
· Good communication skills.
· Focus on details.
· Strong analytical skills to analyze and process the data. 
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