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 2012
HIGH SCHOOL DIPLOMA
Mount Clare High School, Atlanta, GA / 2008
twitter.com/username
linkedin.com/username
instagram.com/profile
facebook.com/profile
MS Office Suite 
68 WPM Typing Speed Tech Savvy
Fast Learner 
Pleasing Personality Adaptability
Collaboration 
DATA ENTRY CLERK
Lewis & Lewis, LLC, Brookhaven, GA  /  June 2008 – August 2012
· Compiled, prioritized, sorted, and processed customer orders into local database.
· Adjusted settings for format, page layout, line spacing, and other style requirements.
· Transmitted work electronically to other locations upon request.
· Researched further information for incomplete documents. 
· Maintained a hard copy backup of all sensitive information.
· Performed other clerical duties such as answering the telephone, sorting and distributing mail, running errands, and sending faxes.
[bookmark: _GoBack]SENIOR DATA ENTRY PROCESSOR 
Foles Health Group, Atlanta, GA  /  September 2012 - Present
· Type correspondence, reports, text and other written material from rough drafts.
· Improve and consolidate spreadsheets, increasing efficiency and saving the company $22,000 annually in labor costs.
· Check source documents for accuracy, verifying when necessary.
· Follow all internal security procedures to assure accordance with HIPPA.
· Oversee 2 junior clerks’ daily input to ensure accuracy, maintaining an error free record.
· Maintain ongoing accounts of over 1,000 patients.
DATA ENTRY CLERK RESUME SAMPLE
from Resume Genius

EDUCATION
SKILLS
Email: youremail@gmail.com
Phone: 895 555 555
Address: 4397 Aaron Smith Drive Harrisburg, PA 17101
CONTACTS
EXPERIENCE

RESUME OBJECTIVE
Information Processor with 10+ years of experience in a high-pressure and fast-paced professional environment. Independently motivated team player aiming to boost department efficiency by successfully completing all projects well within their deadlines.






































	
















	

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Dear Job Seeker,

PLEASE note that you *must* install the font files to make this resume template work. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your resume, don’t worry. You’re in good company – everyone struggles with it. For a high quality resume that will land you employment, we recommend consulting the certified experts at Resume Writer Direct.

Or, here’s some other content that might help you finish your resume.

· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry

Oh, and by the way, you’re also going to need a cover letter.

· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry
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