John Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 Data Entry Operator
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· Five years of experience as a Data Entry Clerk.
· Thorough knowledge and excellent knowledge of modern office practices and procedures. 

· Organized source data by sorting information according to established entry procedures.

· Proficient in general office duties, including Microsoft Office and knowledge of basic business techniques and methods of using standard word processing, spreadsheet, database and other office software and equipment. 

W  O  R  K    H  I  S  T  O  R  Y
2008-2010: Great Dane Trailers, Indianapolis, IN.  
Data Entry Clerk 
· Made customer and account changes and upgraded the information by inputting new data and reviewed account output after editing.
2007-2008: Procter and Gamble, Miami, Florida
Data Entry Clerk
· Processed customer orders into the database.
2006-2007: Nabisco Inc.  San Francisco, CA
Support Clerk 

· Responded to updating database in a fast-paced, high-volume call center.
E  D  U  C  A  T  I  O  N
Associates Business, 1972 
ISU Terre Haute, Indiana
IVY Tech, Terre Haute, In.--Special courses and seminars.
Computer Proficient: Windows XP, Word, Excel, Power Point, ect...
