
 

DATA ENTRY 

Tools Used: Excel & Google Spreadsheet 

Job Description: Encoding important details of Clients and their Information’s for the copy of the company. 

Transferring and typing paper formats into computer files or database systems.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

       

 



 

 

 

 

 

 

 

 

 

 


