ALEX MORGAN
Data Entry Specialist | Records Management | Quality Control
name@example.com  |  +234 800 000 0000  |  Nigeria / Remote  |  linkedin.com/in/yourname  |  portfolio.example.com
SAMPLE RESUME — REPLACE ALL DETAILS WITH YOUR OWN
PROFESSIONAL SUMMARY
Remote Data Entry Specialist professional with a practical, organized approach to digital work, communication and delivery. Comfortable collaborating asynchronously, documenting progress and learning new tools. This sample profile is illustrative; replace it with your real experience, strengths and measurable results.
CORE SKILLS
Accurate data entry and verification  •  Excel and Google Sheets  •  CRM/database updates  •  Confidentiality and file management
EXPERIENCE
Data Entry Specialist — Sample Remote Project
Independent / Portfolio Project  |  2024–Present
Enter, verify and update records in spreadsheets, CRM systems and online databases.
Apply naming conventions, validation checks and duplicate reviews to improve data quality.
Organize digital files and document discrepancies for follow-up by the responsible team.
Selected contribution: Maintained an organized tracker for incoming records and flagged incomplete entries for review. Used spreadsheet filters and validation rules to reduce avoidable rework.
Earlier Experience — Add your real employer, role, dates and achievements here.
EDUCATION
Qualification / Degree — Institution Name  |  Year completed (replace with your details)
TOOLS & CERTIFICATIONS
Accurate data entry and verification, Excel and Google Sheets, CRM/database updates. Add only tools you can genuinely use and certifications you have earned.
REMOTE WORK READINESS
Reliable internet and power plan (state only if true); clear written updates; deadline awareness; willingness to document processes and collaborate across time zones.




