Abeer Allawati 			Data Entry Specialist

 00968 95694214             abeer828@hotmail.com             Gender: Female	Oman, Muscat 

Summary
Dedicated Data Entry Specialist with over 5 years of experience. Eager to assist in managing and organizing the data more efficiently to increase accuracy. 

Experience: Data Entry Clerk at Arabian Research Bureau firm. Duties: 
· Entering data into the Excel sheet with speed and accuracy.
· Managed and updated client records, ensuring data integrity.
· Supporting other administrative tasks as needed. 
· Scan documents and print files, when required.  
· Respond to queries to provide them with information and to enter files in the system.  
· Ensure accurate data has been entered by reviewing, correcting, changing, or deleting entered information. 
· Maintaining and updating the database information.  
· Maintaining confidentiality and accuracy.  
· Verifying data accuracy and completeness. 

Education:
· Higher National Diploma (HND) in Business Administration in Tourism from Majan University-College Affiliation with the Bedfordshire University in UK), Feb 2014 – March 2016. 
· Third Secondary Certificate. 
Skills:
· MS Office Word, Excel, and PowerPoint.    
· Excellent verbal and written communication skills in English.   
· Typing and Data entry.
· Attention to detail, organize, and prioritize. 
· Accuracy, Professionalism, and Confidentiality. 
Certification: 
· Introduction to Office and Administrative Management Course Certificate.  
Languages: 
· English.
· Hindi.   
Hobbies: 
· Traveling.  
· Swimming. 
