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Transfer data from paper formats into database system

insert account data by inputting text based and numerical
information from source documents within time limits  

Update existing data

Retrieve data from the database or electronic files as
requested  
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I am an experienced data entry,  in a high-pressure and fast paced
professional environment. Independently motivated team player
aiming to boost department efficiency by utilizing my strong ability
to successfully complete projects well  within their deadlines.
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Computer and technical skills.
Administrative skills.  
Proficient typing skills.
Organisational abilities.
Self-motivation
The ability to work independently and as part of  a team.

S K I L L S

W
D

A L F A I S A  L  I N T E R N A T I O N A L  A C A D M Y  -  2 0 1 6

C A M B R I D G E  I N F O R M A T I O N  T E C H N O L O G Y  


