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Data	Entry	Operator	Job	Description
Data	Entry	Operators	are	impeccable	multitaskers	who	are	able	to	process	tons	of	digital	information	in	the	shortest	possible	terms.	Fancy
having	such	a	gem	working	for	your	enterprise?	Then	you	probably	should	make	use	of	the	present	Data	Entry	Operator	Job	Description,
as	it	provides	a	massive	representation	of	major	requirements	for	this	post.	This	template	is	a	tailor-made	solution	that	facilitates	the	hiring
routine	of	large	and	small	businesses.	It	is	also	totally	customizable;	therefore,	if	you	wish	to	insert	any	extra	statements	related	to	Data	Entry
Operator	job,	go	ahead!

Data	Entry	Operator	Job	Duties

This	job	post	implies	working	with	huge	amounts	of	data,	so	there’s	no	wonder	that	Data	Entry	Operator	duties	are	consequently	connected	to
data	acquisition	and	input.	Keeping	that	in	mind,	the	potential	job	swappers	should	be	ready	to	execute	the	following	scope	of	work:

Ensure	proper	running	of	databases	by	means	of	timely	data	input
Assume	data	proofreading
Seek	data	updates	by	monitoring	external	sites	and	communicating	with	consumers	and	project	managers
Recourse	to	data	cleaning	methods	(for	instance,	promote	usability,	fill	holes,	etc.)
Discern	data	processing	problems,	troubleshoot	and	report	them	if	necessary
Elaborate	new	methods	of	data	entry	to	increase	productivity
Stay	in	touch	with	specialists	in	data	gathering	to	avoid	any	discrepancy
Enter	identifiable	information	in	order	to	execute	data	tracking	activities
Contribute	to	preserving	data	confidentiality	within	a	company

Data	Entry	Operator	Responsibilities

Having	determined	the	Data	Entry	Operator	duties,	it’s	time	to	proceed	to	the	role-specific	responsibilities.	The	job	specificity	implies	fulfilling	a
series	of	data	mining	tasks,	as	well	as	a	few	clerical	ones	whenever	requested.	All	in	all,	the	list	of	Data	Entry	Operator	responsibilities	may
look	like	the	following:

Collect,	verify,	and	sort	the	found	data	before	actually	adding	it	to	database
Put	into	practice	data	program	procedures	and	techniques
Finalize	the	incomplete	documents	by	filling	them	with	lacking	bits	of	information
Undertake	report	compiling	activities	and	assume	backup	operations
Make	copies	of	documents	by	scanning	and	printing	whenever	necessary
Follow	the	intercorporate	requirements	for	data	integrity	and	respect	security	policies
Make	sure	the	equipment	and	hardware	required	for	the	job	is	in	a	good	working	condition

Data	Entry	Operator	Requirements

In	order	to	successfully	perform	the	range	of	Data	Entry	Operator	job	duties,	the	potential	employees	have	to	be	thoroughly	examined	from
the	standpoint	of	their	professional	credentials:

High	school	diploma;	pieces	of	training	attended	or	computer	certification	acquired	will	be	a	plus
Solid	past	performance	as	an	Office	Clerk	or	Data	Entry	Operator
High	speed	of	typing	and	accuracy
Proficient	user	of	Microsoft	Office
Familiarity	with	data	programs
Experience	carrying	out	administrative	tasks
Advanced	user	of	office	equipment	(scanner,	fax	machine,	printer,	etc.)
Impeccable	knowledge	of	punctuation,	grammar,	and	spelling

Data	Entry	Operator	Key	Skills

Aptitude	in	solving	problems
Detail-focus	and	diligence
Ability	to	work	with	documents
Impressive	analytical	capacity
Confidentiality
Result-orientation
Organization	skills	with	an	ability	to	concentrate	on	the	task	flow


