With the advent of technology, every thing has become computerized, resulting in companies requiring people with specific skill sets just to enter data. Data entry applicants should mention their specific skill sets, comfort levels with database software, typing speed and also their personal outlook towards such jobs. You can apply for a job of a clerk or supervisor using this general template.

Sample Data Entry Resume Template
Chris Walker,

22, Keyring Park,

Main Lane,

Lancashire

PR7 2AA

Mobile Number: 44 7609 0066

Telephone Number: 012987 650099

Career Objective
To seek a job with a good upcoming company as a data entry supervisor, which will give me the opportunity to demonstrate leadership skills along with my ability to get data entered at record time. I work very well under pressure and am essentially a team player, which makes me a good leader. Along with data entry skils, I am a very good stenographer, often doubling as an assistant when required.

Educational Background
Certificate Course in Typing and Stenography, 2006

Bachelor of Arts, 2004

Work Experience
2007-Present: Data Entry Supervisor, Nupoint Database Systems

Responsibilities
· Supervised a staff of over 1000 at one time

· Consolidated and reviewed large amount of data

· Developed simple software for simplifying work

· Prepared internal reports

· Trained data entry staff

· Handled client queries in different languages, often interpreting for management

· Acted as part time stenographer for Administrative General Manager

2005-2007: Data Entry Clerk, Vibgyor Systems

Responsibilities
· Handled data entry tasks for a variety of companies

· Excellent typing skills,

· Proficiently used all kinds of software

· Prepared weekly reports

· Helped review and correct large amounts of data

Skills
· Proficient in MS Word, Excel, Power Point and Acces

· Proficient in Page maker, Dream weaver,

· Proficient in Lotus 1-2-3

· Can develop programs in various programming languages

· Proficient in most database software

· Multilingual – can both write and speak fluently in English, French, Italian, Spanish and Portuguese

Achievements
· Creation of database software for simplifying work

· Acted as stenographer on call

