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Identify and resolve any data discrepancies or errors, collaborating with relevant teams to

ensure data integrity

Assist in the development and implementation of data entry procedures and guidelines to

improve efficiency and accuracy

Support the maintenance and organization of electronic and physical files, ensuring easy

retrieval and accessibility

Generate reports and summaries based on entered data as required by management

Job Qualifications and Experience:

Possess a Degree from a recognized institution

Proven experience as a data entry administrator or similar role required

Proficient typing skills with a high level of speed and accuracy

Strong knowledge of data entry software, databases as well as Microsoft Office Suite

Good organizational and time management skills

Ability to work independently and collaboratively within a team
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